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says the new 
PAGE GAGE 





“only 2% inches from the bottom of the sheet” 





4 PAGE GAGE WARNS 

PAGE GAGE alone saves retyping hun- ag TYPIST when she is 

dreds of pages < h. It saves stati . 2¥2" from the end 

reds of pages a month. It saves station- kas of the page. Tells 

: a . o ~," ay and keeps telling 

ery, time — and tempers. ' Pesci flag 

. ' ° left as she types to 

New Super-Support Segment permits the end. : 
an all-new luxury “write” no other type- 

writer can match. New 4-Way Ribbon 
Control, new Scale Scope, Error Con- 
trol, Automatic Margin, Colorspeed Key- 


board and many more. 


Call any Smith-Corona branch office 
or dealer for a demonstration. 


Smith-Corona 


OFFICE TYPEWRITER 


L C SMITH & CORONA TYPEWRITERS INC SYRACUSE 1 NY Canadian factory and offices, Toronto, Ontario. Makers 
also of famous Smith-Corona Portable Typewriters, Adding Machines, Vivid Duplicators, Ribbons and Carbons. 
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Fedders presents the 


NEW IDEA IN OFFICE 
AIR CONDITIONING 


EDDERS Built-In Weather 
Bureau gives you the weather 
you want with the flick of a button! 
Simple, flexible, it lets you control 
the amount of cooling. .lets you ven- 
tilate an office, or exhaust smoky air Keeps the air healthfully dry on 
any time, all year ’round. Lift-top damp, muggy days. Extra large 
conceals controls. Fedders filters catch dust, dirt, pol- 
The handsome, compact new Fedders ne cea oe Senet “ep 
unit fitsin the window, without pipes, uae 
ducts, or building alterations. Gives Every Fedders model has the exclusive 
cool, mountain-fresh air. Circulates Built-In Weather Bureau. See the 
and ventilates with never a draft. powerful new Fedders in action at 
your Fedders dealer. Look in the 
Classified Directory under “Air 
Conditioners” for his name. 


Fedders Console Models 
—the finest money 
can buy! In 34 ton, 
1 ton and 11% ton 
capacity models. 
Made by master 
craftsmen in lustrous 
mahogany or genuine 
avodire blonde cab- 
inets. 


Fedders 13, 1, 34, and 1 ton capacity 


window models in new Breeze Green MAIL COUPON TODAY! 


or Ivory. There's a new Fedders Room FEDDERS-QUIGAN CORP., Dept. 0-1, Buffalo 7, N. Y. 
Air Conditioner for every office and © Please send me a free 20-page booklet on Fedders Room 
every need. Air Conditioners. 


O I want to see a Fedders Office Air Conditioning 


Specialist. 
A great name in COMFORT 
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She sure does!—Cramming copy sheets 
into files is hard on nail polish . . . and hard 
on paper. Using a Gilbert onionskin paper 
for copy sheets would certainly help this 
young lady. Gilbert onionskin papers are 
light in weight . . . taking up less room in 
the files. They are stronger, too, with a new 
cotton fibre content that really stands up 
under rough handling. 

Postage-saving advertising circulars and 
air mail stationery . . . strong, easy-to-read 
copy sheets of office and order forms are 


Lifetime Onionskin . . . 100% new cotton fibre 


other uses for which Gilbert onionskin pa- 
pers are ideal. 

Your printer, lithographer, or engraver 
would be pleased to furnish you with sam- 
ples of Gilbert onionskin papers. There is a 
wide variety of sizes, colors, and finishes, in- 
cluding the handsome cockle finish, as well 
as three grades from which to select. Attrac- 
tively boxed Gilbert 
onionskin papers are 
also available in the 
standard office sizes. 


GILBERT 


PAPER COMPANY 


White Cloud Onionskin . . . 75% new cotton fibre 
Gilbert Onionskin . .. 25% new cotton fibre 


Gilbert — America’s most complete line of quality business papers 
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spirit Duplicator 


New in design for new ease 
of operation. 


Everybody can run it. 


Instructions are always in 
view. All controls are clearly 
marked. Gone are the hit-and- 
miss—trial-and-error starts. 


Everybody can run it. 


Executives, secretaries, 
juniors— people who had never 
used a duplicator of any kind 
before — were tested. Seven out 
of eight produced clear, sharp 
copies in less than five minutes 
... copies in any or all of five 


colors ... copies in surprising 
quantities from each master. 

Everybody can run it. 

And you can count on this 
machine for years of sure, posi- 
tive operation. It is quality 
construction throughout. For 
example, there is the paper feed 
adapted from a patented, user- 
proved A. B. Dick mimeograph 
feed. It’s accurate, it’s fast— 
and it’s dependable. 

To get more information 
without delay and without ob- 
ligation simply mail the coupon 
below. 


= A-B-DICK 


THE FIRST NAME IN DUPLICATING 


A. B. DICK COMPANY, Dept. O-253-S 
5700 Touhy Avenue, Chicago 31, Illinois 


Send me more information about your new spirit duplicator. 


NAME 


POSITION 





ORGANIZATION ___ 











ADDRESS 
CITY 
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‘HOW OFFICE EXECUTIVES ARE 
MEETING THE SHORTAGE OF 
CLERICAL HELP 


Small Office Meets the Problem 


CLAUDE M. BARTH, General Office Manager, 
Bacon & Vincent Co., Buffalo 

We are a small organization and the na- 
ture of our work is vastly different from 
most businesses. Right now we are in the 
process of making several changes in our 
office procedural set-up to help us meet 


the problem of increased office work. We 
have changed our payroll from a com- 
pletely manual operation to a mechanical 


one. We have installed modern dictating 
equipment throughout the office. Just re- 
cently we inaugurated a voucher type check 
for accounts payable, thus eliminating a 
cash disbursements register. We also com- 
bined our typing personnel into a pool to 
level out the work to take care of absen- 
teeism and, if possible, reduce personnel. 
We also merged four of our departments 
into two, where the nature of the work was 
similar. We are continuing to analyze 
each operation with a view toward simpli- 
fication and mechanization. 


Use Student-Cooperative Plan 


D. H. BLUE, Personnel Manager, 
Lowe Bros. Co., Dayton 

We are a small organization employing 
only about 60 clerical employees in Day- 
ton. However, the problem of securing 
qualified office help is the same with us as 


any large organization. Fortunately, our 
turnover rate has been very low, thereby 
easing our replacement problem. We have 
been using the cooperative plan success- 
fully, whereby students work certain peri- 
ods for us during the school term and then 
take a full time job with us upon gradua- 
tion. We have also attempted to strengthen 
our program of upgrading within the or- 
ganization, making veplacements from the 
outside with persons who have the quali- 
fications, but need the training and experi- 
ence which we can give them. We have also 
attempted to improve working conditions, 
benefits, and our employee relations so that 
our people will be better satisfied and re- 
main with us. Wherever possible, we have 
replaced the hard-to-get stenographers with 
a typist using dictating machine equip- 
ment. In general, this plan has worked out 
very satisfactorily. 


How Equipment Improves Operations 


ARTHUR H. LANG, Director, Div. of 
Administration, National Labor 
Relations Board, Washington 

Establishment of a master index on Acme 
Flexoline equipment avoids creation of 
unnecessary new headings. Attorneys di- 
gesting board decisions for issuance in the 
form of monthly supplements to the NLRB 
Litigation Manual, must determine what 
headings are already in existence. The 
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new equipment provides a readily accessible 
and current index of all classification head- 
ings used in the manual, and serves as a 
handy working tool for the digest attorney. 
Before its installation, each attorney had 
to check previous supplements of the 
manual and keep a running account of 
headings being currently created. 


Maintenance of Litigation on Acme 
Supervisible photo panels. Special cards 
containing the digested material are filed so 
that it can be published by offset process. 
This eliminates need for separate manu- 
script preparation at publication time from 
the former vertically filed 5” x 8” cards. 
Likewise, proofing and correcting of manu- 
script pages are eliminated. The equipment 
provides for consolidation of new material 
over a 3-year period. A cumulative manual 
can be published as often as desired in that 
time. The initial typing on the cards is 
materially reduced in that classification 
headings on each card are necessary. 


Postage meter saves time and trouble in 
stocking postage stamps in varied de- 
nominations. Investments in stamps, tie- 
ing up funds with resultant bookkeeping 
have been eliminated. In addition, meter 
will increase efficiency in handling of ma- 
terial by eliminating hand operations of 
stamping and sealing. Weighing scale for 
mail, with chart giving new postage rates, 
showing rates of postage quickly and ac- 
curately; saves both time and money. 


Tandem Multilith equipment permits re- 
production of board publications on both 
sides of sheet in one operation, is faster 
in operation than duplicators previously 
used for this work and saves substantial 
operator time which under the other method 
was needed to operate the second ma- 
chine to do the reverse side of each page. 
No photographic process is employed; re- 
producible masters are utilized solely. 

Die-impressed stencil ballots are furnished 
to regional offices for providing a quick 
and inexpensive method of reproducing a 
sufficient number of ballots for each NLRB 
election. These stencils require only a 
minimum fill-in of material pertinent to 
the particular election. ‘When an election 
is run in a plant which had a previous elec- 
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tion, different color paper stock is used, 
eliminating any possibility of ballot box 
stuffing. These stencils have been in use 
in the agency for a number of years. Fol- 
lowing the adoption of a short form fill-in 
Board decision used in a routine type of 
case, it was found that through use of a 
small spirit duplicator the required number 
of each decision could be speedily repro- 
duced on the site, eliminating several runs 
by typewriter, proofing and correcting with 
no need to call upon the duplicating unit. 


Several other ideas for utilization of la- 
bor saving devices are being studied: use 
of Addressograph equipment to publish a 
monthly list through offset process. Manu- 
script preparation of this list now utilizes 
27 clerical hours monthly; equipment should 
reduce it to three; possibility of similar 
equipment to periodically publish a cumu- 
lative case digest; use of IBM equipment 
to absorb and streamline present hand 
posted budget, payroll and _ personnel 
records, 


Lack of Management Experience 


CHARLES O. LIBBEY, Head, Office Methods 
Staff, Tennessee Valley Authority, 
Chattanooga 


The personnel shortage is also in staff 
positions in the office management field. I 
have on my desk right now a request for 
recommendations of someone to head up a 
program of form design, procedure study 
and records management from a nationally 
known company in a large city many miles 
away. I believe it is the fourth request of 
this character during 1952. The best answer 
in many cases is to suggest a graduate 
from some business administration training 
course. This pre-supposes that there is 
someone to direct him and that his re- 
sponsibilities will be defined for develop- 
ment. 


The demand for experience appears to 
be everywhere. Many companies are de- 
veloping some likely employee within their 
own organization for this spcialized posi- 
tion. While this has evident advantages, 
there is not always a clear understanding of 
the field, the attitudes involved in such 





GE 


RALPH C. COXHEAD CORPORATION 
720 Frelinghuysen Avenue, Newark 5, N.J. 
Please send me Vari-Typer Booklet 130 


NAME cccccccccccccccccccccce coccccescccccccccceccoccocs eeeeeeeee 


COMPANY. ee coeeeeee 


ADDRESS ..... 005 


CITY ceccccccccccneves 


COTS e SHEESH EH EHE SHEE EEE SEE EE SEES eeeeeeees 


socvege cece LONE ceeeS TAT Evccccsccee: 


He clipped this COUPON 


and saved thousands a year on printing costs! 


He’s not what you’d call a really big 
buyer of printing—just the normal print- 
ing of the average business: Office 
forms, catalogs, direct mail, etc. 

But he, like thousands of other busi- 
nessmen, disturbed by ever mounting 
printing costs, decided to do something 
about it. He investigated the Coxhead 
Composing Machine...found that it 


fitted in ideally with his printing needs, 


Body copy produced on DSJ 
Model. Headlines photo-com- 
posed on the Headliner. 


Now he’s saving the firm a good 50% 
on printing costs, because Coxhead 
DSJ eliminates the need to purchase 
costly type composition. His own office 
typist prepares beautiful text type copy 
for any method of reproduction. He has 
his choice of many distinguished type 
faces in several sizes, and in foreign 
languages, too. He’s getting MORE ad- 
vertising and printing for his money. 
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work, or the organization of staff and line 
activities. I learned the other day of a 
methods man who was called upon so 
much for trouble shooting in a line capacity 
that the company hardly knew what he 
was most of the time. 

Some executives believe that their new 
staff man must be familiar with the type 
of enterprise or even the particular com- 
pany to be effective. This aspect of the 
job can be soon acquired but there is a 
family similarity in all paperwork and 
clerical routines. Sometimes an outside 
view, unaffected by traditions, is the real 
need of the office. 

I have also had requests for procedure 
analysts on so low a salary level that one 
could not expect anything but a clerical 
position. One has only to talk before a 
group of executives to find in the discussion 
period how much interest there is in office 
management and how many misconcep- 
tions. The answer appears to be to keep 
searching, training and growing in recog- 
nition of the responsibilities. In the mean- 
time, there is not enough experience to 
go around. 


How a State Office Meets Problem 


MAUDE E. STOCKDALE, Staff Assistant, 
Bureau of Employment Security, Pennsylvania 
State Employment Service, Harrisburg 


The Bureau of Employment Security of 
Pennsylvania sponsors an athletic associa- 
tion, a chorus, an octet and an employees 
association. Employees are given 15 work- 
ing days vacation, 15 working days sick 
leave, if needed, and meritorious or execu- 
tive leave if employee has a prolonged sick- 
ness. The bureau is seldom faced with a 
shortage of clerical workers. Employees 
are selected from a civil service list sub- 
mitted to the bureau by the Civil Service 
Commission. Jobs in the bureau are classi- 
fied and as we near the end of an eligible 
list, examinations are given and new lists 
established. The salary of each classifica- 
tion is graded from minimum to maximum 
spanning four grades in each class. We 
are, however, faced with personnel turn- 
over. The majority of employees who 
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leave, do so to go to Federal jobs as tne 
minimum salary of Federal jobs is higher 
than those of State jobs. The turnover is 
usually absorbed by the cutback in our 
work. When the workload is low we are 
compelled to furlough employees. The fur- 
lough and turnover are balanced by resig- 
nations and separations. 

The bureau keeps abreast of the times 
by buying the latest in office equipment. 
The bureau is organized along modern 
lines. We have a full-time training section 
to train employees of all grades. We have 
a standards, methods and planning section, 
charged with the responsibility of setting 
standards, developing methods, establishing 
manuals and planning work of the bureau 
to make it more interesting and attractive 
to employees and to give efficient service 
to the bureau. 


Outline of an Efficient Office 


ROBERT E. MORROW, Controller, 
Greenbelt Consumer Services, Md. 


We have a relatively small office with 
ten clerical employees. Our stores have 
110 full-time and about 130 part-time em- 
ployees. We have a fine crew and have 
not had any serious difficulties in securing 
clerical help, despite our proximity to 
Washington and the competition of our 
own unionized food stores where com- 
pensation begins at $59 per week and goes 
to $72 at the end of two years. We have 
been using the Chesapeake & Potomac 
Telephone Co's. surveys of local area 
clerical wage rates as a means of keeping 
our salaries competitive. As a matter of 
policy we have tried to keep our maxi- 
mum rates in line with the weighted aver- 
age rate as shown by their surveys. For 
several years now we have adjusted the 
wages of all non-union employees at about 
Christmas time to reflect the increase in 
cost of living, as shown by the most recent 
BLS index. At the moment we are seri- 
ously studying the possibility of establish- 
ing a profit sharing retirement program for 
our employees. 

Our office employees are mainly house- 
wives and we have always permitted them 
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a great deal of flexibility in determining the 
beginning and ending of the work day. 
Some begin work at 7:30, others at 8:00, 
and still others at 8:30. The work day 
ends at 4:00, 4:30 and 5:00. Each employee 
also decides the length of her lunch hour. 
The hours frequently vary with the time 
of the year. Many employees prefer to 
begin work earlier in the summer than in 
the winter. All employees are on the 
honor system and sign in and out on a 
time sheet which is kept at the recep- 
tionist’s desk. They are responsible for 
putting in 40 hours each week. Overtime 
is paid for hours worked above this, but 
it is expected that overtime will be put in 
only with the advance approval of the con- 
troller. 


Four years ago our annual volume was 
just under $1,900,000 and we had six cleri- 
cal employees in our office. In 1952 our 
volume reached about $4,500,000 and ten 
full-time clerical employees will handle our 
office work. Of course some of the in- 
crease in sales is due to inflation, but a 
major part is due to new and larger stores. 
It is my feeling that we have a very efficient 
office staff. This is due mainly to the very 
capable people that we have been fortunate 
in being able to secure for these positions. 
Regular staff meetings have helped im- 
mensely. All operating problems are re- 
garded as our problems and everyone helps 
to solve them. I find that the group comes 
up with much better solutions to our prob- 
lems than I do by myself. The American 
Management Assn. has an excellent pam- 
phlet on this subject entitled “Building a 
Democratic Work Group."” We have found 
this technique to be so valuable that we 
have made the pamphlet required reading 
for all store and department managers. 

From the viewpoint of equipment, we 
are standardizing on the Odhner ten-key 
adding machine which seems to us in the 
hands of a trained operator to be one of 
the fastest machines available. We have 
found the Elliott addressing machine to be 
very valuable in saving time. We use it 
to put employees’ names on checks and 
cash pay statements as well as for ad- 
dressing all mailings to our 3500 mem- 
bers (stockholders). A Cummins Perfora- 
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tor has been valuable for cancelling all paid 
bills and petty cash tickets. The Comp- 
tometer which we bought last year has 
saved a lot of time in extending inventories, 
invoices, and in retail extension work. The 
Todd payroll system has been helpful. At 
the moment we use entirely handposted 
records and are able to get out monthly 
operating reports, including comparisons 
with budget and a year ago, within five 
working days after the end of the account- 
ing period. However, at the moment we 
have a National Class 31 accounting ma- 
chine on order and expect to secure fur- 
ther saving through its use this year. 

From the viewpoint of improving pro- 
cedures and methods, we find the various 
technical magazines to be very valuable 
and we try any new technique which the 
staff feels will save time. In addition, we 
are continually reviewing our reports and 
forms used with operating managers and 
eliminate those no longer used and revise 
those that we are using in order to secure 
maximum utilization. It is our feeling that 
the office exists as a service organization— 
to give the operating manager the informa- 
tion he needs to better operate his store ‘or 
department; and to give central manage- 
ment, the board of directors, and ultimately 
the membership (stockholders) the informa- 
tion they need to effectively control the 
operations. It is our feeling that we have 
made progress along these lines but that 
we still have a long way to go. 


Cooperate with High School 


FLORA S. REDMAN, Office Manager, 
Sieg Co., Davenport, lowa 


We naturally have had our share of 
office problems, but we work in close har- 
mony with our local high school which 
sponsors a vocational guidance program. 
This enables us to get part-time senior stu- 
dents and we have been very fortunate in 
getting good workers. Most of them con- 
tinue with us after their graduation. 
Frankly, I think we have had less trouble 
than some other business institutions in this 
area. We aim to keep our office equip- 
ment up-to-date, have a very fine group in- 
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THE BEST 
INTO ITS 


When you demand maximum service and moderate 

price from carbon paper, look to Tagger! For here is 

a product acclaimed for durability and deep-down 

excellence of write. Moreover, Tagger carbon paper 

The Tanger Pypewsiter Gikhen like the features time and temper saving adv antages applauded 
carbon paper, is both long-wearing and economical, by typists and office managers alike: a clean edge to 
making it ideal for general office use. prevent soiled fingers and smudged copies; a slip- 
You'll be amazed and pleased proof Miracle-tone curl-less back; remarkable ease of 

at the quality and quantity of work erasure—and, it is virtually smudge-proof. 

from each ribbon. i 
Try Tagger carbon paper today! See your 

M&V dealer or write for free samples. 


MITTAG & VOLGER, INC. GREAT NAMES FOR SPARKLING PERFORMANCE 
PARK RIDGE, NEW JERSEY i ) 
Fine Carbon Papers and Inked Ribbons z mm 
NEW YORK 7, N.Y san FRANCISCO 5, CALIF Ke ie ( ; 
261 Broadway 1 Mission Street 
KANSAS CITY 6, MO. CHICAGO 6, ILL \MéM ( ] yl AGGER 
1013 Grond Ave 558 W. Washington St x a 7 : y 


BOSTON 10, MASS LOS ANGELES 13, CALIF 
75 High Sweet 406 So. Moin St 





PAPER-MATED ERASER 





a 


€ 


World Famous Pencil Eraser 


Soft, pink, pliable —it actually 
cleans as it erases. Your office 
supplies are not complete with- 
out several Pink Pearls. Ask your 
stationer today for this excep- 
tional Paper-Mated Eraser! 


.- there’s a 


to fill every requirement! 


EMERALD 

For black or colored pencil erasures. Effi- 
cient in use, excellent in results. 

VAN DYKE 

Typewriter eraser. Medium soft texture, for 
originals or copies. With or without brush. 
VAN DYKE INK 

Ink eraser. Firm, not too abrasive. Gentle 
on paper or tracing cloths. 





RUBY TIP 

Pencil eraser. Excellent for tiny corrections. 
Fits over end of all standard pencils. 
UNION 

For pencil corrections (white half) and type- 


writer & ink erasures (grey half). A versatile 
office tool. 


Paper-mated erasers 


made only by 


EBERHARD 
FABER» 


TRADEMARKS REG. 
U.S. PAT. OFF 





surance program, a liberal vacation plan 
and keep close tab on the salary situation 
in this locality. 


Simplification and Machines 


HERMAN BOETTICHER, Assistant Cashier, 
Chicago City Bank & Trust Co. 

Much has been done in recent years to 
broaden our services to the public and in 
consequence the problem arose how to 
meet the handling of the much increased 
volume of operations from the standpoint 
of the shortage of trained and untrained 
personnel. It seems to us that of utmost 
importance is the application of methods 
and systems which simplify operations, de- 
signed to keep properly operating records, 
and are equally cooperative to manage- 
ment and all departments. In tracing down 
the details, existing flaws were mostly 
eliminated. Secondary to this is the use 
of up-to-date and timesaving machines and 
fixtures. Although expenditures for the 
purchase of new and the periodic replace- 
ment of old equipment appear to be high. 
analysis has proven an indisputable saving 
in the general operating costs. 


Keeping Up With the Times 


CLARA BELLE STALLWOOD, Office Manager, 
Indiana Farmers Mutual Insurance Co., 
Indianapolis 


Our management recognizes that it must 
keep up with the times if it is to retain 
valuable employees and attract the desir- 
able. Salaries are commensurate with those 
paid by similar organizations and raises 
are on a merit plan. We are discriminating 
even in this time of critical labor shortage 
and are proud of the high-type personnel 
we have been able to maintain. 

In the past two years an office manual 
has been published and is given each new 
employee to familiarize him with office 
practices. A sick leave plan has been in- 
augurated enabling employees to build up 
reserves for extended illness. Employees 
with 15 years or more service are now 
granted a three weeks’ vacation with pay. 
Recently we opened an attractively fur- 
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“Offsetting” (ink from a freshly 
printed sheet smearing onto the 
back of the next sheet) is generally 
caused by two things 
1. Improper inking conditions 
2. Improperly sized paper 
Both can be corrected. And all you 
have to do to prove that properly 
sized paper can make a whale of a 
difference is to try Eastern. 
Eastern Papers are made by a 
modern method of continuous sizing. 
This means every sheet has just the 
right amount of sizing to “drink in” 
just the right amount of ink. 


ATLANTIC BOND 


MADE BY EASTERN 
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With the right ink and an Eastern 
Paper, engineered for your machine, 
every copy of every run will be clear, 
clean . . . and a showpiece of office 
duplication. 

Available in cut sizes in Atlantic 
Mimeo Bond, Atlantic Bond and 
Atlantic Duplicator — all with a 
wide variety of attention compel- 
ling colors — and Atlantic Opaque 
in brilliant white. 

Write or phone for sample packets 
for your mimeograph and other of- 
fice duplicating equipment. 


EASTERN 


UwWths- PAPER 


CORPORATION « BANGOR, MAINE 





This is the This is the 
“WALK AROUND” TABLE METHOD STACKED BIN METHOD 


HOW MUCH DOES IT COST? 


How much does it cost you to collate papers into sets? Hundreds of 
wasted dollars if your office uses any other method than that pic- 
tured in the lower right corner. Why? Because the Thomas Collator 
saves you from 40% to 70% of your collating expenses— while 
boosting efficiency by more than 500%! What's more, it's a fast, 
accurate, and simple-to-operate machine with “built in” features 
that make it virtually impossible for a blank or misprinted sheet to 
slip through. If you are interested in saving time, cutting expenses, 
and increasing efficiency, you owe it to yourself to write for com- 
eat Melelifelelioutiiet-Mlalielgiel ives 


ro 
Tt 
| 


le Ne 
Ki NAANAN 


This is the 
This is the THOMAS MECHANICAL METHOD— 


GATHERING TRAY METHOD fast, convenient, efficient and accu- 
rate... savings of 40% to 70%. 


FREE — Write for | ¢ ee ee 


free collating cost 
— sheet thot 115 Sales and Service Offices 
satan "gyal from Coast to Coast 


save up to 70% on 
even the smallest job. 30 Church Street, Dept. B., 
New York 7, N. Y. 


os @ 2 6 Ge SO 2-4 8 8 
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nished coffee shop in the basement of our 
building and since that time a marked im- 
provement has been noted in the conduct 
and attitude of the employees. Coffee and 
tea may be had free of charge and a fifteen 
minute relief is given in the morning and 
again in the afternoon. 

Study is now being made of various hos- 
pitalization plans and we expect in the near 
future to offer an attractive plan to em- 
ployees at a very nominal cost. Various 
employee loan plans are also under con- 
sideration. Our principal change in methods 
and procedures is the transfer we are now 
making from manual to IBM. This will 
greatly expedite the work and we anticipate 
when completed, eight employees will be 
available for transfer to more interesting 
and less routine positions in our office. 

Another plan under way which we feel 
will make for greater efficiency is the trans- 
fer from standard four drawer record files 
to open shelf filing with all records, corres- 
pondence and loss reports on a particular 
policy filed in one jacket. Along with this 
plan we are adopting the terminal digit 


file system. A Remington Rand Portagraph 
was recently purchased and has practically 
eliminated all routine copy work formerly 
done by typewriter. Various types of mo- 
torized files are being studied and we an- 
ticipate purchase soon of the one best 
suited to our needs. 


Correspondence Courses 


H. A. CUNNINGHAM, Assistant Treasurer, 
Stanley Home Products, Easthampton, Mass. 


We in this company realize very keenly 
that there is a shortage of first class cleri- 
cal operators and that there is likely to be 
no improvement for some time. We have, 
therefore, endeavored to make the office 
positions as attractive as possible. For 
some years we have operated under a merit 
rating system which allows increases with- 
in ranges established for jobs as written 
up. This was approved in its entirety by 
the Wage Stabilization Board and Salary 
Stabilization Board. This company has 
also recently promoted correspondence 
courses for its associates. In addition to 








cost. 


‘| | ree 


FOUR WEEK MONEY-BACK 
GUARANTEE 





Tubes. 


TAUBER PLASTICS, Inc. 


200-0 HUDSON ST., NEW YORK 13, N. Y. 


BIND YOUR OWN 


SHEETS or BOOKLETS 
with the NEW improved 
TAUBER-TUBE PLASTIC BINDING KIT 


TAUBER-TUBE 


Plastic bind any typed or printed 
reports, presentations and photo- 
graphs in seconds. Bind right at 
your own desk at practically no 


The Tauber Plastic Binding 
Kit consists of a beautiful 
punching machine and over 
150 colorful Tauber Plastic 


weal | 


PERMANENT 
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this, we attempt to keep up with the times 
by using the latest office equipment in quan- 
tities sufficient to accomplish the kind and 
amount of work we find it necessary to do. 


Automatic Cash Chests for Routemen 


R. H. DICKSON, Moores & Ross, (Borden's), 
Columbus, Ohio 

Generally speaking, there does exist a 
shortage of clerical works, but our prob- 
lem of clerical workers does not compare 
with plant workers. During the war years 
1941-1945, we were limited on products, 
etc., and expansion was at a standstill. 
Since 1945, our volume has grown sub- 
stantially, but we have attempted as our 
volume grew to hold our clerical workers 
down. This has required new methods and 
expansion of old labor saving devices. 
IBM equipment is not new with our com- 
pany, nor have we reached the limit of 
possible labor savings by developing ways 
to handle more work. During the past few 
years, we have held our labor down by 


adding more work to our IBM equipment. 

We have eliminated to a great extent, 
cashier work by installing automatic money 
deposits safes. Unaer this system each of 
our routemen make their own daily cash 
report and deposit it in the safe. The fol- 
lowing morning all individual deposits are 
removed and sent to the bank for checking. 
The bank makes up a total daily deposit for 
us. Recently, clerical work was reduced by 
eliminating some daily reports and going to 
weekly reports. One report was eliminated 
on a daily basis and is now prepared only 
monthly. Currently our clerical cost on a 
per route basis is less than it was during 
1949, we therefore believe we are meeting 
the challenge to a reasonable extent. 


Member-Groups Can't Compete 


SCOTT R. DeKINS, vice rresident, Chamber 
of Commerce of Mefropojitan St. Louis 

There is a difference in managing the of- 
fice of an organization which operates on 


(Continued on page 126) 





SOLVE THE PROBLEM OF 


OVERLOADED 


SWITCHBOARDS 


Pe 
WHEELER 


SOUND POWERED 


TELEPHONES 


Up to 12 frequently-called 
locations on this dependable 
intercom system will save your 
overloaded switchboard for 
urgent calls...save both time 
and money. NO BATTERIES... 
NO OUTSIDE POWER...NOTH- 
ING TO REPLACE OR MAIN- 
TAIN. Free from electrical 


hazards. Ideal EMERGENCY standby. Meets many | 


SPECIAL needs. Write now for full details. 
the WHEELER INSULATED WIRE CO, INC 


1106 EAST AURORA STREET, WATERBURY, CONNECTICUT 


18 


Save $$$ on Telephone Bills 
By TIMING Your 
Long Distance Calls 





| 
| 
| 


THE MODEL TIT Telephone Timer au- 

tomatically calculates the exact time 

of long distance calls. It is used by 
| hundreds of telephone companies and 
enables you to synchronize your switch- 
board with the telephone company's. Rests on top 
of the switchboard in full view of the operator and 
provides correct time at a glance, Self-starting 
electric, 110 v., 60 cycle AC. In walnut, ivory or 
black plastic case. 73%4"' long, 4'' deep, with 6-ft. 
cord. Shipping weight, 3 Ibs. 


PENNWOOD NUMECHRON CO. 


Pennwood Building 
7249-51 Frankstown Ave., Pittsburgh 8, Pa. 


$] 0-75 


.0.b. 
Pittsburgh 
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accurate 


2 Speeds them to your desk | ; 
3 Shows how to save 200% - 300% on record forms 


Bat 


Pedi 
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It’s National Blank Book’s NEW Records Catalog 


You, your accountants and depart- 
ment heads will all agree that the 
dollar spent for this new Records 
catalog is the best investment in of- 
fice efficiency ever made! Apart from 
more accurate and time-saving re- 
ports, you’ll cut record-keeping costs 
to the bone by using National’s in- 
expensive stock forms as against 


Every 


high cost special forms. What’s 
more, you'll save on inventory — 
your NATIONAL Stationer has 
them available instantly. Printed in 
4 colors, this 100 page catalog con- 
tains over 2,000 items. Get your 
copy from your NATIONAL Sta- 
tioner . . . or clip a dollar bill to 
coupon and mail — today! 


Department 
Can Use It! 
Accounting 


Advertising & 
Promotion 


Credit 
Factory 
Order Dep’t 
Purchasing 
Receiving & 
Shipping 
Sales 
Warehouse 


National Blank Book Company 


527 Water St., Holyoke, Mass. 


Please send me NEW RECORDS CATALOG. Dollar is enclosed. 
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COLE'S 


ONE DRAWER letter file with 
spring compressor. Sinooth glid- 
ing, roller bearings. 1434" w 


12>" h., 16" d. No. III, $12.50 


Legal size. 1834" w., I2!/2" h., 
16"' d. No. 222 $14.50 


SAFETY CABINET buiit of heavy 
gauge steel. With iock and key. 
143/,' W., 121/,"" h., 16" d. No. 121 

Rae ee $12.50 


Jumbo-size. 1834" w., 12!/2"_ h., 
16" d. No. 15 . $14.50 





No. 700. Letter file. . 702. Letter 
" lus 4 x 6 card file. safe unit. 14%" 
Ya" w., x 36%" he, x 
ee 
No. 701. Legal size. No. 705. 
1834"" wide, .....$34.65 No. 703. Lega! size with 1834"" wide, 65 
5 x 8 drawers. ...$44.25 with § 


file, No. 704. Letter file, and No. 706. Letter file 


w. safe and 4 x 6 drawers. 
30'//2"" h., 16'' d. $30.25 145%4"" w., x 36%"' h., x 
i” Gy oss 37.45 


Legal size. 
$34 No. 707. Lega! size 
x 8 drawers. 


owes ae 
Colors: Olive green or Cole gray finish. 
LOCKS for all units on these pages, $2.10 per drawer. 


STEEL EQUIPMENT COMPANY 
285 Madison Avenue, New York 17, N. Y. 








Lyterlock * 


The cabinets illustrated on this and the 
opposite page represent only a few of 
the combinations made to meet your 
own particular needs. They can be 
interlocked with standard 3x5, 4x6 or 
5x8 card cabinets. Cole's “Interlock” 
units are small enough to fit into any 
closet or corner, yet large enough to 


house any filing system. 


PRICES SLIGHTLY HIGHER IN TEXAS, 
COLORADO AND WEST OF THE ROCKIES. 


Pret yah 


No. 708. Letter file No. 710. Double "legal! 
with “legal  blanks"’ blank"' drawers, 3 x 
drawers. 14%4'' w., x card files, plus safety 
20!/2"" h.,x 16"' d. $31.50 unit, 1834" w., 35!/"" h., 
le” -d. $54.95 


No. 709. As above but 
‘legal size'’ width. 


. $42.95 








SYSTEM 


ADD-A-SECTION 


Cole’s popular interlocking units will save you 
time and valuable space. Designed so.*that you 
can build your own filing system to suit your par- 
ticular needs. These are all 16° deep, 1454" wide 


(letter size). é 


CABINET for 4x6 CARDS 
No. C3462 $7.20 


CABINET for 6x4 CARDS 
No.C3364 $20.00 





CABINET for 9x6 FORMS 
No. C3962 $19.20 





‘LEGAL BLANK’ Cabinet 
also used for stationery 
and office forms 


No.C166 $12.50 


LETTER SIZE FILE 
No.111 $12.50 


PRIVATE SAFETY Cabinet 
No.121 $12.50 














SANITARY BASE 
No.1118 $6.25 


SEND FOR COLE'S NEW 1953 CATALOG 


STEEL EQUIPMENT COMPANY 
285 Madison Avenue, New York 17, N. Y. 














OWERING PRICES is one thing . . . but hammering 
them down at QUALITY’s expense is something else 
again. PANAMA-BEAVER products are superb, 
because we tailor them UP to rare quality standards, 
not DOWN to higgle-penny prices. That’s why they 
are CHEAPER for YOU in the long, hard run... 


PANama-BEA VER 


jain — 
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MODEL 201 
Popular because it can be used for 
adding and multiplying as well as 


for protecting cash .. . extremely 
low priced. 
— 
‘ it ¥ 
ee 
SS ' 

MODEL 201A 
Upright Service Station Model 
Brand New ... has all the famous 


R. C. Allen protective features. 
Especially designed for operators 
who prefer the upright type cash 
register. 





MODEL 511 
Protects both stock and money. 
Designates merchandise or kind of 
service and attendant. Accumulates 
locked in totals of gallons of gas 
sold as well as money values. Han- 
dies cash and charge sales, re- 
ceived on account and paid out 
transactions. ‘ 


R.C.Allen 


CASH REGISTERS 


designed to protect 


every business transaction in 


® service stations © drug stores @ clean- 
ers and dyers ® food stores ® liquor 
stores © supermarkets © variety stores © 


-. barber and beauty shops @ department 
‘stores © and many more .. . 


x designed to sell with ease 


. +» all 16 R.C. Allen Cash Register models 
are the most in protection and infor- 
mation 


... all 16 are famous for “2 in 1” adding 


machine and cash register operation 
- within one unit ; 


. ..» and you can add new customers — new 
profits with our liberal oe daa 
discount — 


+ * 
Spring is HERE! 
Be ready to get your share of Service Sta- 
tion and Garage cash register business. . 
most popular models are illustrated. PLACE 
YOUR ORDER NOW! 


R.C. Allen 


Business Machines, Inc. 


679 Front Avenue, N. W., Grand Rapids, Michigan 








Dependability is the basis of confi- 
dence. It is on this dependability 
that R. C, Allen Typewriter Dealers 
rely when selling the new R. C. 
Allen “Standard”. THEY KNOW 
that dollar for dollar, feature for 
feature the new R. C. Allen is the 
greatest typewriter value on the mar- 
ket. And once they have tried it, 
THEIR CUSTOMERS KNOW IT 
TOO! Treat YOURSELF to a gen- 
erous portion of this confidence by 
inquiring how YOU can become an 
R. C. Allen Typewriter Dealer. IT 
WILL PAY YOU TO KNOW! 
Look af these PLUS features of 
the new R. C, Allen typewriter. 








| oe _ OR MODEL 611 
ye ’ 4 (Six carriage 

Instant Sight-Set Margin widths ‘available ) 

The exclusive WONDER WIN- 

DOW lets you KNOW instantly 

that your margin is correctly set 








Now is te time 
Now iethe time 


Now isthe time 


Now is the time : 
ss ey Bi 


Less Time — More Lines 
The &. C. Allen “Speed Lever" 
lets you set new line in a froc- 
tion of the time needed by other 
stondard machines. 


Retyping Is Unnecessary 
“Error correction control” per- 
mits deletion of characters typed 
by mistake or insertion of 
omitted characters. 


+ « « OTHER R. C. ALLEN FEATURES 


© Beautiful design 


@ Long life construction 


@ Automatic and manual ribbon reverse 


@ Ribbon feeds only when typing 


@ Tensionized card holder 


@ Individual “Key-Action” tuning 


Cleaning Problems Ended! 

There's no dirt, no mess in 
changing ribbons and cleaning 
type on the R. C. Allen... 
ribbons, type are fully exposed. 


Real Control Typing! 

The personalized key control 
lever lets you enjoy typing free- 
dom. You'll find the R. C. Allen 
touch-toilored for you. 


Perfect Type Alignment 
Your typing looks like fine print. 
ing on an R. C. Ailen. Type is 
automatically aligned by the 
newly-designed segment ring. 


Less Effort — Less Fatigue 
There's no “reaching” for the 
properly positioned R. C. Allen 
carriage. Paper handles easier, 
there's less eye-strain. 


R.C.Allen Business Machines, Inc. 


679 Front Avenue, N.W., Grand Rapids, Michigan 








Smead 
“Quality above Comparison”’ 


PROPOSAL COVERS 
PLAID HOUSEHOLD FILE 1CRESSBOARD BINDER COVERS (in many colors and finishes) DESK FILES 
Also tersiched eiiemregped punched for stondard fastener (Printed or celluloid tabs) 


ELTA STI ING | 


. This leather-like material re-{y 
sists oil, ink, finger marks, 
stains and dirt of all kinds. 
. An abrasion resistance test 
shows leather-like material to 
have a 9 to 1 advantage over 
ordinary red wallet stock. 
. Color will not rub off on cloth- 
ing in a humid climate. 
. These containers have what is LEATHER-LIKE 
needed—wear resistance and VERTICAL FILE 
Oppecrance. 











LEATHER-LIKE 
EXPANDING FILE 


LEATHER-LIKE 
EXPANDING WALLET LEATHER-LIKE SUPER POCKET 
(With GLYD-LOC or tape tie) “The All-Purpose File” 


From the very first item to the present line of over 3,100 stock items, we have concentrated on craftsmanship and 
the finest quality and grades of raw materials, making our line an outstanding quality line. We have 5 separate 
factories for your protection and added service. Write for our catalog. We also invite your inquiries for 
specially made products. 


THE Gimeadl MANUFACTURING CO.,INC.-HASTINGS, MINNESOTA 





. 


: ‘‘These days a controlier has to know about 
everything. | voted to standardize on 
Marchants because they are so simple to run—no special 
training is needed. We have no trouble finding operators — 
usually upgrade someone right in our organization. 

‘‘Most calculator work is division and multiplication. 

‘‘Marchant’s division is not only the simplest, but the remainder auto- 
matically clears out at the end of the problem, leaving nothing but 
your answer to copy. 

“And in multiplication, only on a Marchant can you check the multi- 
plier, multiplicand and answer at the end of the problem. 


“In both division and multiplication your accuracy is amazing." 


MARCHANT on. 


The MARCHANT MAN in your phone book is ready to *¢g MARCHANT’S MANY 
show you, on your own work, that MARCHANT is the : Pam EXCLUSIVE FEATURES 
simplest calculator to operate, yet delivers the highest ts INCLUDE: 
figure output. Call him or mail this coupon with your Ri “Push-Button”’ 
business letterhead to get your FREE... 02 j Multiplication 


Guide to Modern Figuring Methods Oo Complete Carriage 
Itlustrated Booklet about Marchant Calculators 0 Carry-over 





e One-Hand 
MARCHANT CALCULATORS, INC. - Oakland 8, California Keyboard Control 








It's here! A low cost, 
semi-automatic 
addressing 

machine 


If you mail repeatedly to 50 or more names, Prints from typewritten paper roll 

here’s a machine that can do the addressing 

faster, cheaper, and with less work for the 

operator, than any other addresser made today. 
Like previous Weber Addressers, the Model Addressed piece automatically 

A-3 requires no plates, stencils, ribbon or ink. thrown into 

It prints from a typewritten paper roll which _ receiving 

is easily prepared and can be used up to 100 tray 

times. As the roll prints, it is advanced auto- 

matically so that each name and address is See what 

mechanically moved into printing position. you're 

And after your envelope, card or folder is printing 

addressed, it is automatically thrown into a 9% you 

receiving tray. Has an addressing speed of Print #t 

1500 to 2000 pieces per hour. 


Names are automatically moved 
into printing position 


Send for Descriptive Folder 7 Weber Addressing Machine Co. 
and Name of Nearest Dealer 251 West Central Rd., Mount Prospect, Ill. 


Send descriptive folder on your new Model A-3 





Addressing Machine and name of nearest dealer. 


| Weber | | 


oo Eee ae 











Addressing Machine Co. Mount Prospect, Ill. 
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in black and white or color 6on9 99 
WITH THIS AMAZINGLY VERSATILE LOO 


RONEO is the most versatile duplicator ever 
designed. . . . Efficient, fast and automatic, it 
delivers clear, sharp copies in any quantity 
desired . . . cuts running cost to the bone. 


AUTOMATIC INKING CONTROL... 


Put the ink in the cylinder and forget it. Roneo inks 
give at least twice the number of copies per Ib. of ink. 


20 SECOND COLOR CHANGE... 


interchangeable color drums for clean, fast changes 


DOUBLE-SIDED WORK... 


can be done on all normal duplicating papers without 
slip-sheeting — a big time-saving feature. 


66 59 
PLUS MIMEOGRAPHING ... MODEL “500 
dlithout alinecL eThimg/ (FULL REAM FEED) 


This exclusive Roneo-fronic process makes it possible, 
for the first time, to produce high class reproductions of 
halftones — pictures or photographs — in fine detail on 
© stencil duplicator. Write for complete details. 





Dealers Note: A few choice franchises still available. 


ADDO MACHINE COMPANY, INC., 145 W. 57th ST., NEW YORK 19, NEW YORK 


Exclusive U. S. Distributors for Addo-X Adding Machines —Roneo Mimeo Machines—Multo Calculators 
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PURCHASING DEPARTMENT* REPORTS 
IMPORTANT SAVINGS IN TIME AND MONEY . 


wr ROTOR-FILE 


*... of a leading 
eastern railroad 


FINGERTIP FILING AND 
FINDING IN SECONDS 
FROM SEATED POSITION 


Correspondence 
Orders 
Quotations 


Pricing Cards 
Purchase Records 
Catalogs 

Plus full desk space. 


This Purchasing De- 
partment processes about 
$100,000 in bills each 
working day. They add 
up to 300 invoices — 
several items per invoice, 
These are checked for 
price, discount, shipping, 
etc., against individual 
cards giving complete de- 
scriptions of every item. 


DESK ROTOR-FILE makes quick, accurate checking 
possible. The old-style upright drawer cabinets have 
been eliminated — along with the strenuous stooping, 
squinting and chair-spinning that went with them. 
Now these vital record cards are filed where they're 
used. A flick of the finger spins the horizontally ro- 





Designed to fit YOUR NEEDS 

The versatility of Desk Rotor-File is un- 
limited. The model shown above holds up 
to 100,000 6” x4” cards — other sizes in 
proportion. Stock models will house any 
size card or record for split-second filing 


tating tier, bringing the desired record to within 


posting and reference. 


inches of the comfortably seated clerk. 


The results... 


e A faster, more efficient Purchasing operation 
e Substantial savings in both time and money 


¢ Increased production in less space 
¢ Vastly improved employee morale 


Swi 


ay 
—— 


CORRES-FILE — the first 
major improvement in cor- 
respondence filing in 60 
years. Equal to 12 old-style 
file drawers — and all fil- 
ing is done from a seated 
position. 


YOU SAVE 50% ON CLERICAL COSTS ALONE... SEND FOR DETAILS 
Errecrive Toouts ror Errecrive Manacement 


WASSELL 


ORGANIZATION, ‘INC. 
WESTPORT 2 - CONN. 


I'm interested in saving time and money in my filin 
operations. Please send details. 


Name 

Title 

Company 

Address 
City... : dia Zone____ State 





Reduce Noise, Increase Efficiency with VICTOR’S Exclusive 


Shn- Clue 


>.’ 


VICTOR CUSTOMS add, sub- 
tract, multiply, divide, calculate. 
Your choice of 10-key or full 
keyboard, electrically operated. 
Totals 11 or 9 columns. 


Revolutionary Design 
Reduces Noise 54%* 


Now Victor has surpassed even its own 
standards of silence in the high-speed Super- 
Quiet Custom adding machines. With the 
rugged mechanism “floating” in an exclusive 
sound-reducing case, Victor Customs are 
faster, more efficient, quiet as a whisper. 
Available in both 10-key and full key- 
board models, Victor Customs cut operating 


CUSTOM 
ADDING 
MACHINE 


ie 





costs and simplify figure-work. A movable 
decimal marker, allows operator to pre-set 
decimal places, speeds calculation, eliminates 
counting columns on tape. 

There are 42 basic models in the Victor 
line, for every size and type of business. 


* Based on scientifically controlled tests. 


VICTOR ADDING MACHINE CO., CHICAGO 18, ILL. 
World’s Largest Exclusive Makers of Adding Machines. In Canada: McCaskey Systems Ltd., Galt, Ont. 


ee een 
Victor Adding Machine Co., Chicago 18, Ill., Dept. OM-253 


Please send free literature on the Victor line including descriptive 
folder on the Super-Quiet Custom adding machines. 


34 YEARS OF 
QUALITY RECOGNITION 
THE WORLD OVER 


Company Name 
Address 





EE a ee eee ee Ce en a a 


Tue Orrice, February, 1953 








Do Your Letters Have That 


BKXECUTIVE* 
APPEARANCE ? 











a eee 


INTERNATIONAL BUSINESS MACHINES 








FRADE MARKS 
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Making an excellent impression 
is, of course, part of any execu- 
tive’s job. Helping you do just 
that with every letter you send 
out is the particular function of 
the IBM Electric Executive* 
Typewriter. 

It’s not only the distinctive 
type faces from which you can 
choose; it’s the spacing of each 
character in every word and 
line that gives your letters that 
“Executive appearance.” 


Next time you receive a letter 
typed on an IBM Executive 
Typewriter, compare it with 
others in the same mail. Better 
yet, telephone or write the near- 
est IBM office today, or mail 
the coupon below. We’ll be glad 
to show you the difference an 
IBM Executive can make in 
helping you make the best im- 
pression. 





IBM, Dept. OF 
590 Madison Ave., N. Y. 22, N. Y. 


00 I’d like to see the IBM 
Electric Executive Typewriter. 
(0 Please send brochure. 


Name. 





Company 
Address. 








City 











| 
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Redoing YOUR OFFICES? 


HERE IS A PLAN TO HELP YOU get the 
most out of your office space. The CRESTLINE 
Office-Plan-Rule is made of clear plastic 

with cut out templates for all furniture units. 
It is worked out on a 14” scale to give a 

liberal 48 feet of floor space, and it is yours 
free. With the rule, you will also receive 

the full color catalogue on the famous 
CRESTLINE Steel Office Furniture and a 
booklet on the CRESTLINE File Line. Use the 
coupon below for your Offce-Plan-Rule 

and catalogues . . . no obligation, 

of course. 


SECURITY STEEL EQUIPMENT CORPORATION 
MIDDLESEX ROAD, AVENEL, NEW JERSEY 

Please send me the CRESTLINE Office Plan-Rule and the 

two CRESTLINE Catalogues without obligation 

Nome 

Firm 

Address 

City 





OFFICE- 
PLAN - RULE 


A full foot rule with 
quarter inch scole, 
plus scole templates to 
make laying ovt on 
office an easy, pleas 
ent job. 


FREE-CRESTLINE Of- 

fice-Plan-Rule is yours 

without obligation . . . 

just send in the cov- 
below. 





! charge, to all 


SELF-AID 
IN OFFICE PLANNING 
IS SECURITY DEALER 
THEME FOR °53 


Security Steel Equipment 
dealers are going to re- 
ceive the support, in 1953, 
of a campaign which—be- 
cause it is based on an ap- 
peal that few can resist— 
is certain to be a  suc- 
cessful sales promoting pro- 
gram. 

The leading feature of this 
new advertising and selling 
campaign will be the 
CRESTLINE Office-Plan- 
Rule. Through the use of 
this 12 inch clear plastic 
/4'' scale rule anyone can 
lay out and plan a one- 
desk to a multiple-desk of- 


| fice. Scaled templates for 


| all CRESTLINE office fur- 


niture makes if an exclusive 


CRESTLINE Dealer Aid. 


| Prospective CRESTLINE 


customers cen now. plan 


| their own offices with a 


minimum of effort and for 
a maximum of efficiency 


| and appearance. They will 


be able to see exactly how 


each piece of CRESTLINE 


| furniture will fit and look 
| in any desired errangement. 


The CRESTLINE Office- 
Plan-Rule is now being 
made available, without 
interested 
prospects for office furni- 
ture. 

Reproduced on the left is 
the first of a full year's 
series of national adver- 
tisements on CRESTLINE 
Office Furniture featuring 
the CRESTLINE Office. 
Plan-Rule. 

This series of ads, plus a 
new four-color CRESTLINE 
Desk and Table catalogue, 
a 12-page CRESTLINE File 
catalogue ard the CREST- 
LINE Office-Plan-Rule, com- 
prise this very powerful 
1953 advertising and sell- 
ing program... launched 
on behalf of all the deal- 
ers of Security Steel Equip- 
ment Corp., Avenel, N. J. 

















/] 


just ahead lies the answer 
to office efficiency... 


Take the steps now that lead to any of the 
modern QUEEN plants in Chicago, Atlanta 

or Garden City where the nation’s most wanted 
and finest duplicating supplies are manufactured 
with care and understanding for the needs 

of today’s business firm. 


The most cordial of invitations is extended to 
you to visit any QUEEN plant. By doing so, 
you're headed in the right direction for 
streamlined office operation and, of course, 
streamlined profits. 


RIBBON & CARBON CO., Inc. 
1055 Stewart Ave., Garden City, N. Y. 


Manufacturers of: 


@ INKED RIBBONS @ CARBONIZED ROLLS @ MASTER UNITS (PLAIN & PRINTED) 
@ CARBON PAPERS @ SPIRIT & GELATIN CARBONS 


FACTORIES: GARDEN CITY, N. Y. e CHICAGO, ILL. © ATLANTA, GA. 
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.. CONTROL IT! 




















Grand Tote! Monroe 
Adding Machine. 8 and 
10 column keyboords, 
both narrow ond wide 
corriages. 


Simplex Monroe Adding 
Machine. 8 and 10 col- 
umn keyboards, hand 
and electric models. 


Here’s another ace for your selling 
hand. You’re bound to win with the 


fast-selling line of Monroe Grand Total 


Monroe Calculator. 
8 and 10 column 
keyboords, hand 


popular lines Monroe dealers now have. Pa a. See 


Adding Machines plus the other two 


Sell all three in °53 . . . the quick, sure 


way to bigger profits than ever before. 


Deal yourself in by 
clipping the coupon now! 


- 


Monroe Celeulating Machine Company, Inc. 
Dealer Sales Division 
555 Mitchell Street, Orange, N. J. 


Tell me how | can deal myself in on the profits from the Monroe line. 





MONROE 


CALCULATING AND ADDING MACHINES 


MONROE CALCULATING MACHINE COMPANY, INC. 
Deoler Sales Division, Orange, N. J. 


tees | 
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EASIER TO USE! COSTS LESS! 


(7/9 W-2 FORMS ror 1953 

















A SIMPLE “SNAP-OUT” MOTION INSTANTLY SEPARATES FORMS & CARBONS 
Original and Duplicate Remain Attached Without ‘Carbon. 


6 SETS TO A STRIP 


CARBONIZED IN QUADS, 
QUINTS AND SEXTUPLETS 


Tailor-made so that Federal, 
City and State Forms can be 
prepared in one operation. 
e 5- and 6-part forms in- 
clude special copies for 
various states and cities. 


Special 5-part forms for 
New York and North 
Carolina include 1.B.M. 
Cards required for those 
states. 


WE GUARANTEE 
That our W-2 Forms will be 
acceptable by the Treasury 








Department until January 
31, 1954. 1% tax Jaws 

1619 WALNUT STREET 
change we will overprint 


or replace AT NO CHARGE PHILADELPHIA 3, PENNA. 


to you 


S-K AND CAHILL LABOR SAVING ACCOUNTING FORMS 
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Mr 
ie! 
] 
“Where 
a 
‘ t 
MINUEE 


count 
I'm xt 
with 
PLASTIPLATES and PLASTIPHOTER”’ 


She smiles...in the face of rush 
offset jobs in her own office. She 
knows that Plastiplates and Plasti- 
photer are a sure-fire, time-saving 
team when it comes to preparing 
high quality, low cost offset plates. 

You too can be confident of faster 
preparation, superior quality offset 
results with Plastiplates. Their pat- 
ented, plastic, no-grain surface 


assures you of sharper, clearer 
printwork ...of longer runs with 
greater uniformity. And you'll save 
precious time, maintain control of 
each job, because Plastiphoter 
“burns” plates quickly, on-the-spot! 

Economical too! You'll save up 
to half your present costs with 
Plastiplates and Plastiphoter — by 
Remington Rand. 


Remington Rand, Room 2620,315 Fourth Avenue, New York 10, N. Y. 
Please send me 3 FREE Plastiplates (] Direct Image (_] Photographic 


My duplicator is a 


Mode! No. 





lusea 


typewriter with a () Fabric (] Carbon Paper Ribbon. 





Please send FREE folder on (] Plastiplates (DS 62) 


Name 


(J Plastiphoter (DS 72). 





Firm. 














iii wares decyl 


% 


. 
Jeers ng 


“We depend on National Accounting Machines in our Book 
Club mail rooms and to handle our payroll and accounting 
work. We use National Cash Registers in the Doubleday 
Book Shops. The result is a complete, integrated sales- 
accounting system that provides control over all transactions, 
and also furnishes valuable information to management. 


“Our National Machines pay for themselves every 9 
months, for they save us over $200,000 a year. And 
National's ease of operation makes it simple to train operators 


and keep them happy—an- + 
other reason why we've or- ~— Fo ff pe 
dered 4 more Nationals.” Treas., Doubleday & Co., Inc. 


THE NATIONAL CASH REGISTER COMPANY, DAYTON 9, OHIO 


38 


‘ Salionals save us over $200,000 a year... 
repay their cost every 9 months!” 


DOUBLEDAY & COMPANY, INC., NEW YORK 


No matter what the size or type of 
your business, Nationals soon pay 
for themselves. On many jobs, Na- 
tionals do up to % of the work auto- 
matically! Call your nearby Nation- 
al representative today. Let him 
show you how much you'll save with 
the National System. 
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NEW ! tHe BIG THREE 


THE VERY LATEST IN QUALITY CARBON PAPER 


Made Especially to Simplify Your Carbon Paper Purchases 


Kee Lox NEW CLEAN Carbon Paper 


BONE CLEAN. Will not rollmark on any machine. Copies will not rub, easy erasure, makes 
5 copies on 24-lb. legal paper. Tops for Accountants or for Executive or Drafting Depts. 
where positive cleanness is a must. Once used, all other kinds are positively out. 


New Medium Finish 


NON-GREASE. Sharp, yet black print and from 8 to 12 copies depending on paper used. 
This Carbon is perfect for regular Correspondence Depts. or for all systems of Purchasing 
or factory orders where rnedium weight white or colored forms are used. This carbon is 
exceptionally clean; also, the black coating on the paper will outwear the tissue it is on 
and that tissue is the strongest made. 


New Strong Finish or 20 copy Carbon 


for S.S. Bills of Lading, Export Invoices or where 12 to 20 Copies are a necessity. Some 
firms are making 25 Copies at one operation on an |.B.M. Machine. IF used on Standard 
Typewriter with hard platen 20 copies can be made at one time if 10-lb. glazed finish 
Onion skin tissue is used. This carbon paper is superior for manifolding on all soft or 
manifolding tissues. 


Acquaint yourself with perfect Carbon. We will send Free 6 sheets #1 
Bone Clean Carbon; 6 sheets #2, The Perfect Economy Carbon; and 12 
sheets #3, The 20 Copy Carbon, if a Purchasing Agent or Secretary will 
sign the Coupon below. Samples sent in our New Patented Kopy Aligner Box. 


Kee Lox Mfg. Co., Rochester 1, N. ¥., U.S. A. 


Mall TODAY Please send Free, without any obligation, samples as above to: 
PLEASE Sa OAM a Pe Ms on 


PTT, Street_ 


THANKS ig 


Signed__ 
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Ty A CC O-binding! 


You'll Like It Better Because It JS Better 


When all is said and done, the true reason why you ought to use the Acco 


method is that you'll like it better! 


You'll like Acco Fasteners, Accobind Folders and the Accobinding way of 
filing all your business papers because they mean security, neatness, order, 
quick finding, office and personal efficiency. 


Acco-binding does away forever with 
“scatteration filing”, limp and messy fold- 
ers, lost or mislaid papers. Acco-binding 
brings all related papers together and keeps 
them there. Your correspondence, orders, 
invoices, reports and other records are al- 
ways in order, safely bound—temporarily 
or permanently as you wish—and readily 
available. 


ACCO PRODUCTS, 


incorporated, 


Acco-binding is easy to operate, foolproof, 
economical. Simply punch your papers, 
place them over the prongs of the Acco 
Fastener in an Accobind Folder and be 
assured that “Acco-bound papers are 
SAFE papers”. 

Yes, you certainly will like Acco-binding 
better, because it is better. Try it and see! 


OGDENSBURG, N. Y. 


In Canada: Acco Canadian Co., Ltd., Toronto 
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SoundScriber’ 


DICTATING EQUIPMENT 


means more and more 
to thousands 
on the road 


SoundScriber frees salesmen from the 
time-eating drudgery of typing or writing reports—gives 
them 20% more selling time. With SoundScriber they 
talk reports, memos, and letters ... privately in hotel room, car or train— 
then slip the little green disc into an envelope, add a 3¢ stamp and drop 
down the mail chute for home office transcription. That’s all there is to it! 

What’s more, SoundScriber is so light ... weighs only 16% lbs. . 
take it with them. Learn how the easiest-to-use of 
all dictating equipment saves time and money . 
on the road and in the office. Mail coupon today. SoundScriber Corp., Dept. O-2, 


New Haven 4, Conn. 
Only SoundScriber Offers You: . 
‘ Please send me Motion Study Chart. 
1. Automatic On-the-Disc 4. Lightest All-Purpose 
Indexing. Machine. 
2. Two Arm Flexibility. only dictation disc 


useable on long playing 
3. Mail-Chute Size Discs. phonographs. 


SEND TODAY 


. . salesmen like to 








bull e_ 


MONROE 
Adding- Calculators 


Here’s a fine chance for wide-awake dealers to 
pick up a nice profit by stocking these universally favored 
calculators. All models and capacities—entirely rebuilt by 
experts and in tip-top operating condition—are available 
in limited quantities. Rebuilt Monroe Adding-Calculators 
are in demand. Dealers who want them should write now 


for full information and prices. 


CALCULATOR EQUIPMENT CORPORATION 


Orange, New Jersey 
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LIBERATOR MODEL 200 
$9645 O iris coir 100 


FRONT PAPER STOPS 

Guarantees Hairline Registration 
AUTOMATIC ROLLER RELEASE 

Prevents Inking of Impression Roller 
OPEN CYLINDER AUTOMATIC DUAL 
BRUSH INKING 

Assures Even Distribution of ink 


EASY TO OPERATE 


7 : 
N of A dj ry * 





SPEED-O-PRINT CABINET $57.50 the ideal duplicator for system forms etc., as 
reproductions are always in the same position on 
sing org ter pour expres ha airs nied ic ne every copy. Half ream feed table capacity. Ac- 
pail chav areal al and sees Adeauete ideas canes commodates stock from 3 x 5 to 9 x 14 inches. 
for stencils, inks and other duplicating and office supplies Modern Design, Sturdy, Precision Construction. 
Available in Futuramic Grey or Ebony Black finishes Quickly reproduces anything that can be typed, 
drawn, traced or photographed on a stencil. 
Available in Futuramic Grey or Ebony Black 
A WIDE RANGE OF DUPLICATORS Se en ee ae 
TO MEET ALL REQUIREMENTS CLOSED CYLINDER AUTOMATIC DUAL BRUSH 
INKING at $20 Extra. 





Ocher SPEED-O-PRINT Duptccators 


LIBERATOR *Wodel 50 $295° 
**UYodel L-P $5950 
**WYlodel"L" $6950 
tt BERATOR $i Wodel 100 $1095° 1801 W. LARCHMONT AVE. * CHICAGO 13, ILL. 


(Plus Excise Tox) 
*POSTCARD TO 6 x 9% SIZE **POSTCARD TO LEGAL SIZE 


Write FOR OUR DEALERS CATALOG 
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LETTER TRAY — strong two 
point suspension oewe ac- 
cess from entire it and 
both sides. Tiers quickly 
added, legal or letter size. 


Qreal NAMES IN INDUSTRY... 
cnHoose Great DESK TOP EQUIPMENT Au BOOK ENDS — at, last = 


inexpensive book ends 
to match modern office 


BERT M. MORRIS CO. is foremost in the ~ spinegee 
field of matched Desk Top Equipment. 6 bs 


THERE 1S NO SUBSTITUTE 
JALIT 





The complete setting shown—pen set, 
memo pad, letter tray, ash tray, and 
phone rest, retail for less than you 
would expect to pay for one fountain 
pen set. 


MORRIS FOUNTAIN PEN SET— A desk foun- 


with iridium- me points. A real 
Secodenaanticee dis. 
Morris Fountain Pen Set with 
Northrop Aviation, Lnc., insignia 


Ss Aveilable in — Grey — Bronze — 
BERT M. ORRIS CO. V_ me —_Weirwt - mohogony ond Green 


Dent. 2-0, 8651 Woot Tair Street Desk Top Package Deals— #100 and +200 
os Angeles 48, Cal Inquire about the surprisingly low cost of 
Ltd., 
oe Canada: re ariane gy wesgean, matching your desk with these items. 
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OFFICE 
MACHINE 
STANDS 


from 


$3450 


GENERAL SPECIFICATIONS: 


Frame 24'2" wide, 17394” deep, sim- 
ple elevating device. 3’ diameter 
costers. 1” steel tubing. When in 
rolling position, distance between 
casters 25%" depth x 19%" width. 
Top 18x18”. Drop leaf attachable 
either side 16x18”. 





Adjustable Ball Foot as- 

; sures stability on uneven 

Shown with the IBM (20” carriage) aa floor 
ELECTRIC TYPEWRITER 


GENERAL FEATURES: 


Tusco stands can’t capsize. They will Constructed to carry weights far in 
ne} Ml olgeohi-wam Olge) oM(-toh Me lol -t Melam Ti ial 11 excess of typical machines. Life time 
side. Exceptional operator comfort. service guarantee. 


TUBULAR SPECIALTY MFG. CC 


1940 Stanley Avenue Detroit 8, Michige 
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The machine that changed the By-laws 
of a billion dollar corporation (a true story) 


A salesman from our Check Signer 
division called at the Branch Office of 
a billion dollar corporation. 

The Manager of the office was so 
impressed by the time-saving and safety 
features of the Todd Protectograph 
Signer that he went personally to the 
Main Office of the company—hundreds 
of miles away—and put the whole story 
before top management. He knew that 
in order to install Todd Signers, a meet- 
ing of the Board of Directors—and a 
change in the By-laws of the Corpora- 


tion—were necessary. 

A few weeks later, our salesman 
received this message: “By-laws 
amended to authorize use of mechani- 
cal signers. Please ship our order 
immediately:’ 


If your company uses more than 100 
checks a week, get the facts about the Todd 
Signer—the machine that can save valu- 
able executive time and stop check forgery. 
Every Todd Signer carries a two-year 
$10,000 guarantee against counterfeit of 
Todd Signer signature. Use coupon now. 


—_——_—— ee ee ce ce re ee ee ee ee ee ee ee ee ee ee ee 


THE TODD COMPANY, Inc., Dept. O, Rochester 3, N. Y. 


Please let me have further information about the Todd 
Protectograph Check Signer and its insurance features. 


Firm 





COMPANY, INC. 
PS Ee eee ees Se Lae 


ROCHESTER NEW YORK 
SALES OFFICES IN PRINCIPAL CITIES 


DISTRIBUTORS THROUGHOUT THE WORLD ss By____ 


re 


O-2-53 


| 

| 

| 

l 

| 

Zone State | 
| 

| 

_ 
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’ Dlivetti, the only fully automatic Printing Calculator, answers the need for efficient aid in expediting 
today’s complex business processes. It provides entirely 


automatic multiplication, division, addition and subtrac- 
tion, while keeping a permanent tape record of all cal- 
culations and results, including credit balance. No special 
operator training is required. A demonstration under your 
own conditions can be arranged with your nearest Olivetti 
representative — there are sales and service offices in 
over 300 cities throughout the United States. Olivetti 
Corporation of America, 580 Fifth Avenue, New York 36. 
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Cut your 
Correspondence 
Costs 40% 


MODEL 5060 


EVER FIGURE OUT what a business 
letter costs? Look at the chart—the top 
column represents your cost. Add your 


letters, as personal as your signature. 
Auto-typist Dual Selector contains 
two large record rolls carrying 100 or 





A TYPICAL BUSINESS 
LETTER COSTS $1.00 


DICTATOR 
Stenographer .. . 
Overhead 
Mailing 

Filing 

Stationery 
Supplies 

Ribbon 

Carbon Paper . . 
TOTAL COST 

OF LETTER... 











stenographer’s 
time... these 
two items alone 
account for 78% 
of yourcorre- 
spondence ex- 
pense. Nothing 
to be done? Cer- 
tainly there is! 
Let Auto-typist 
type routine let- 
ters, service, col- 


more prepared paragraphs. By push 
buttons, operator selects the paragraphs 
to be typed, choosing them in any se- 
quence. Auto-typist runs them off just 
like a player piano. . . stopping auto- 
matically, anywhere in the body of the 
letter,so that names, amounts and dates 
can be inserted manually. Auto-typist 
5060 operates any typewriter, manual 
or electric. 


Write for FREE “How to Use” 


Auto-typist Booklet 


INU Homey eiba 


lection and the like. Individually typed 


AMERICAN AUTOMATIC. 


TYPEWRITER COMPANY 
614 N. Carpenter St., Dept. 52, Chicago 22, Ill. 
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COLITHO BUSINESS SYSTEM 
SLASHED ORDER HANDLING 
COSTS FOR CONSUMERS 
COOPERATIVE ASSOCIATION 


* 
me} 2 ad 
a its ine 


Wherever paper work requires more than 
one legible copy, a Colitho Business Sys- 
tem can be used to speed the operation, 
eliminate transcription errors, and cut 
clerical costs. Colitho paper offset dupli- 
cating plates, plain or pre-printed, can be 
incorporated in single, multiple part, flat 
p-.ck or roll forms. Colitho Business Sys- 
tems provide for variables and blockouts, 
deletions or additions. Partial informa- 
ticn can be added at any time. All busi- 
ness paper work lends itself to simplifica- 
tion through a Colitho System.* 

Kegardless of the kind of business you 
are in, Colitho Systems offer time and 
money savings in purchasing, manufac- 


50 


fer 
$4 
* ine, 


Increased sales 


Reduced clerical costs 15% 


turing, distributing, selling, billing ond 
accounting. For more information, write 
to us! 
*Where spirit duplicating equipment is 
used, the same results can be obtained 
with a Columbia Ready-Master System. 


Colitho Division 


Co_umBIA Rippon & Carson Mre. Co., Inc. 
602 Herb Hill Road, Glen Cove, New York 


OFFSET DUPLICATING 
PLATES AND SUPPLIES 
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OFFICE MANAGEMENT: PRINCIPLES AND 
PRACTICES by John W. Neuner & Benjamin 
R. Haynes. Southwestern Publishing Co., Cin- 
cinnati, pp. 751, $5. 


A new, third, edition of this well 
known collegiate text book which many 
office executives have found helpful in 
the past. However, the work is designed 
for students and therefore covers much 
which should be familiar to those in of- 
fice supervisory positions. There are 
many illustrations and reprints of ma- 
terial from manufacturers of office equip- 
ment, all valuable to students. The new 
edition has been expanded to include 
data on subjects which are receiving 
greater emphasis from modern office 
management, and a larger page and type 
size makes it easier to read. 


MIT Fellowship Competition 


The Executive Development Program, 
covering one year of advanced study in 
industrial management at the Massachus- 
etts Institute of Technology will be ex- 
panded in 1953-54. Dean E. P. Brooks, 
School of Industrial Management, an- 
nounced plans for the program and fel- 
lowships which will be awarded to its 
members. Fellowships will be given to in- 
dustrial executives who have already 
demonstrated ability to grow into major 
management responsibilities and who are 
assured of opportunities for constructive 
leadership in their companies. A nation- 
wide competition for fellowships under 
a grant from the Alfred P. Sloan Foun- 
dation will close Feb. 21. Information on 
the program and application blanks for 
fellowships may be obtained from Direc- 
tor, Executive Development Program, 
MIT School of Industrial Management, 
50 Memorial Drive, Cambridge 39, Mass. 
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“The | 

Flo-master 

is a ‘Must’ 
in our 
office!” 


-writes an Office Manager * 


YES, this ‘miracle pen with the FELT Tip” 
does countless jobs in the busy office—does 
them faster and better. Here are just a few: 


© addressing cartons, packages, 
crates, etc. 


indexing file folders, filing 
cabinets 


marking transfer files, 
packages for storage, lockers 


¢ making charts, maps, signs 
© advertising layouts, sketches 


The Flo-master writes on any 
surface — metal, glass, cello- 
phane, plastic, wood, paper— 
producing lines from a hair's 
thickness to a quarter-inch. 
Flo-master Inks (in 8 colors) 
are instant-drying, waterproof, 
smudge - proof. Order from 
your stationer or write to 
Cushman & Denison Mfg. Co., 
Dept. O-7, 153 West 23rd St., 
New York 11, N.Y. 














Flo-master 


The “Miracle” Pen 
with the FELT TIP + 





Ya 


You’re paying for an ideal system of record retention 
...why not get it—now? 


Every record properly filed and 
controlled ... every record safely 
stored for your needs and all legal 
requirements . . . every record pre- 
served, and conveniently indexed 
...all this you're paying for right 
now in one way or another. But do 
you actually have such a system for 
soundly planned, smoothly organ- 
ized Record Retention? 


Free Booklet Gives You a 
Yardstick of Performance 


A wealth of practical ideas accumu- 





You can “rent” experienced supervisors 
and/or complete office staffs from our 
Business Services Departments for rec- 
ord reorganization and other peak load 
assignments. 











lated by Remington Rand in years 
of business systems leadership, is 
available to help you solve Record 
Retention problems. Much of this 
experience is condensed in our new, 
24-page booklet, “A Basic Plan...”, 
telling how to organize a retention 
plan and follow it through success- 
fully. For a free copy, call our near- 
est Business Equipment Center or 
write to Management Controls Ref- 
erence Library, 

Room 1695, 315 

Fourth Avenue, 

New York 10,N. Y. 
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workers since the outbreak of the 
Korean war, our firm has adopted the 
principle that it is preferable to do 
everything possible to retain workers 
currently in our employ than to attempt 
to hire in a tight labor market. Ac- 


T: cope with the shortage of office 


cordingly, much effort has been de- 


voted to uncovering the causes of em- 
ployee dissatisfaction and subsequent 
terminations and to effecting a remedy 
wherever practicable. Inasmuch as over 
75% of our staff are women, the prob- 
lem resolves itself into making sure that 
our wages are fair; that insurance and 
pension programs offer maximum pro- 
tection; and that great emphasis is 
placed on the “lot of little things” that 
make for good morale. 

Area wage surveys are conducted to 
ensure that our wages are equal to or 
slightly above those of corresponding 
firms. Salary reviews of each em- 
ployee are conducted four times yearly. 
In these reviews, all factors of work per- 
formance, attitude, dependability, at- 
tendance, ete., are discussed thoroughly 
by the employee’s immediate supervisor, 
department manager, the office manager 
and employment manager. Appropriate 
recommendations are made for increase 
and, wherever possible, for promotion 
either within the department or else- 
where in the company. All key positions 
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Fresh flowers and plants add attractiveness 
to the offices of the Encyclopaedia Britannica 
in Chicago. 


ALBERT E, HOWE 
Office Manager 
Encyclopaedia Britannica, Inc., Chicago 


are filled by internal promotions based 
primarily on merit and secondarily on 
tenure of service with the organization. 

A completely open-door policy exists 
from the president through all levels of 
management. Employees are aware that 
they have complete freedom to discuss 
any problem, business or personal, with 
any member of the official family. The 
result has been considerably fewer griev- 
ances and greatly improved intra-com- 
pany communicstions. 

Group life insurance, hospitalization 
and pension programs are financed 
jointly by the employee and the com- 
pany. In each case, however, the em- 
ployee pays only a small percentage of 
the premium and the balance of the cost 
is borne by the company. Each pro- 
gram has been selected after consider- 
able search to find the program best 
equipped to give maximum coverage and 
minimum expense to the participants. 

In planning our new quarters, every 
effort was made to provide a cheerful, 
attractive work area. All areas were 
equipped with music by Muzak which 
plays one half-hour out of each hour and 
continuously during the lunch period. 
Air-conditioning and the finest available 
lighting equipment were installed. Pastel 
shades (primarily soft greens and yel- 
lows) were used on all wall surfaces and 
plants were placed throughout the offices 
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ie * 


3 


Two views of employees’ Thistle Club. Snack bar is at top, rear. 


both for appearance value and to serve 
as “space-breakers.” (Different varieties 
of plants are introduced periodically to 
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relieve any effect of monotony in the 
furnishings.) Work areas which encom- 
pass a great deal of space were sub- 
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divided by strategic placement of plants 
and file cabinets to create an illusion of 


smaller individual units. Reproductions 
of paintings from the Britannica collec- 
tion of contemporary American art, re- 
productions of engravings from early 
editions of the Encyclopaedia Britannica 
and various prints are hung throughout 
the private offices and along the main 
corridors of the company. 
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The plan was not only to produce 
pleasant working conditions for our em- 
ployees, but to alleviate a_ situation 
which had become a decided problem 
within the organization. Prior to mov- 
ing to our new location, inter-depart- 
mental cliques and cleavages were be- 
coming increasingly apparent. The 
situation was largely the result of the 

(Continued on page 146) 





A Hotel’s 24-Hour Office Day 


WILLIAM HURD HILLYER 


nor closer to the public at more 

points than a big hotel,” top- 
ranking bonifaces have often declared 
to this writer. His provisional accept- 
ance of the statement found objective 
confirmation when he was permitted to 
examine at close range the inside work- 
ings of the Hotel Statler in New York, 
one of the world’s largest hostelries 
and perhaps the busiest of the Statler 
chain, 

By its very immensity and diversity 
Statler “housekeeping” sets bounds to 
observation. An establishment of this 
kind is real estate, restaurant, rest-cure, 
a thousand personal services rolled into 
one unsleeping entity—its accounts al- 
ways up to the minute, its night-and- 
day cash and credit mechanism more 
accommodative than at any bank. Log- 
ical subject for a single article is the 
hotel’s front office activities, because 


“N’ business is faster on its teet 


these are most characteristic of its busi- 
ness and bring it most directly in con- 
tact with its guests. 

Our story begins October 1, when Mr. 
W. E. Nemo of 10 Lake Street, Boston, 
telephones for a one-night single room 
reservation, expecting to arrive at 6 
p-m. on Wednesday the 11th of that 
month. These data are typed upon 
a Room Reservations Form (Fig. 1) 
which is filed alphabetically within a 
series of dates—that is to say, among 
the “N” names for October 11. A 
tickler slip (Fig. 2) carries the same 


~ information and will turn up on that 


date automatically. Upon this slip the 
room clerk, having ascertained from 
his record that Room 736 will be avail- 
able, assigns the accommodation in red 
pencil on the morning of the 11th. 

Mr. Nemo, New Englandish enough 
to be five hours ahead of time, walks in 
at 1 p.m. Statler service is ready for him 
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however, and functions no less smooth- 
ly. By the time Mr. Nemo reaches the 
registry desk, the boy who relieves him 
of his luggage has filled out a Bell- 
man-Porter Card (Fig. 3) conveying the 
information that the new arrival has 
brought in a brown portfolio and a black 
suitcase. (If without luggage he would 
have been referred to an assistant man- 
ager). 

Such a card replaces the swiftly ap- 
praising glance traditionally bestowed 
by hotel clerks upon incoming guest 
luggage. In fact it is a necessity at the 
Statler, where arrivals are frequently 
in droves and bags pile up in mountains. 
Mr. Nemo’s status is thus further estab- 


lished. Had he lacked luggage, or 
brought in something manifestly neg- 
ligible, or not been a holder of a Stat- 
ler credit card, he would have been im- 
mediately classed as Advance Pay, a 
type of guest provided for under special 
procedure which we'll later examine. 
As in most modern hotels, Mr. Nemo 
is invited to sign a Guest Registration 
Card (Fig. 4) instead of the old-fash- 
ioned bound book, and in so doing he 
agrees to release the accommodations by 
3 p.m. of the following day. Quick 
reference to the reservation tickler tells 
the clerk that Room 736 has been as- 
signed to W. E. Nemo; so he fills in the 
name and room number together with 
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Fig. 3. 
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PLEASE notify Room Clerk if there is any error in thie 
record of your registration. We want to make certain that 
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Washington - New York (formerly Hotel Pennsylvania) 
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Fig. 5. 
There are two copies of smaller part. 


the daily rate. 

The Registration Card goes imme- 
diately to an Elliott Fisher operator who 
types therefrom a Registration Record 
Slip (Fig. 5) in triplicate, one copy 
for the mailing department, one for 
the room clerk, a third for the guest. 
The operator simultaneously carbon- 
types the identical information on a 
Guest Folio which serves as a ledger 
page of the account and a guest bill 
which will be presented to the guest 
as his bill when he leaves or at proper 
intervals if he remains for an extend- 
ed period (Fig. 6). If Mr. Nemo has 
a Credit Card, the serial number is 
noted on the Guest Registration Card 
by the room clerk. 

As soon as the newly written Guest 
Folio is received in the front office 
eashier’s department, a voucher clerk 
there enters the room number opposite 
the Guest Folio number on a special 
control form and then files folio in a 
guest ledger tray. When Mr. Nemo’s 
Registration Card arrives in that de- 
partment, the voucher clerk checks it 
off on the control record by placing 
a mark after room number 736; then 
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he files that card in the guest ledger 
tray along with the Guest Folio. 

One use of this daily control record 
is to determine if all registration cards 
and guest folios have been received 
from the rooming division. The record’s 
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pages are numbered in sequence and 
the record itself is “closed” at the end 
of each “room day” (5 a.m.). The 
day’s story thereon recorded goes to 
the auditor shortly after that hour. 

While Mr. Nemo is being escorted 
to his room we’ll glance again at the 
daily record sheet in the front office 
eashier’s department and the operator 
in charge will disclose for our benefit 
some handy numbering secrets. The 
first number in the upper left hand 
corner of the record for any one day 
is always 01 and the last number in 
the lower right hand corner is always 00, 
preceded by 99. Thus the sheet entries 
will be numbered with two digits from 
01 through to 00 inclusive. 

The new day’s record is started at 
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such place as will show the respective 
guest card number ending in the same 
last two (terminal) digits in the same 
space. Illustration: today’s closing 
guest folio number is 46742; tomor- 
row’s opening guest folio number will 
be 46743. Therefore the last entry for 
46742 on today’s record will appear 
on the 42nd space in the left hand 
column, and on tomorrow’s record the 
opening entry will appear on the 43rd 
space. For further facilitation of quick 
reference, each daily control record 
sheet is also dated, and the opening and 
closing guest folio numbers are shown 
at the top. 

Returning to Mr. Nemo, we find him 
far from idle. Following a hasty fresh- 
ening up in his room, he goes to one 
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of the hotel’s restaurants and enjoys 
a satisfying lunch consisting of bread 
and butter, avocado pear stuffed with 
crabmeat Ravigot, a pot of coffee and 
special ice cream. He signs the res- 
taurant check (Fig. 7) on the reverse 
side, stating his room number and re- 
ceiving a stub as his record. At the 
top there’s another stub for the waiter. 
This check goes immediately to the front 
office, where the charge is machine- 
posted on the line 1 of both ledger and 
account cards and a simultaneous cer- 
tification entry is machine printed on 
the back of the restaurant check. 

A similar procedure is followed when 
Mr. Nemo sends his suit to the valet 
for pressing, and a Valet Charge slip 
for $1.50 is made out. The operator 
spots this slip for what it is without 
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Fig. 9. 


a chance of mis-posting, because it bears 
a big black numeral “4” on a green 
strip, at the right-hand end, and is en- 
tered in #4 key of the posting machine. 

Next item, Laundry is mistake-proofed 
by a “5” on a yellow strip. In like 
manner all the eight varieties of charge 
vouchers — not counting restaurant 
checks and telephone charge slips—are 
distinguished by large numerals on col- 
ored end-strips which coincide with the 
key captions on the posting machine. 

Our guest invokes “3” orange by 
charging a $5 flower purchase for some 
fair damozel. The florist being an in- 
dependent concessionnaire, this transae- 
tion is handled by means of a eash 
paid out charge voucher. But when 
the porter pays for Mr. Nemo’s rail- 
road and Pullman tickets back to Bos- 
ton, an “8” gray porter charge voucher 
for $14.50 is put through. 
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Meanwhile Mr. Nemo has talked to 
his firm by long distance telephone. The 
$1.95 charge appears on a plain white 
teletype slip automatically dispatched 
by the telephone company over tele- 
type, and the hotel’s own switchboard 
girls have tallied him up for 45 cents 
worth of local calls. (See Fig. 8). 
Nothing remains but to add a 30 cent 
tax when he appears to check out. His 
bill is ready for him, showing a total 
due of $34.45 (Fig. 6). 

The cashier recognizes Mr. Nemo’s 
presence immediately. She stops what- 
ever she’s doing, smiles sincerely, says 
“Good afternoon,” and gives him a 
chance to start the conversation. 

“I’m checking out,” he announces, 
but offers no further information about 
himself; so she asks, “What is your 
room number, please?” even though she 

(Continued on page 128) 








Springs Cotton Mills’ 
Unique Office Building 


In 1887, Springs Cotton Mills’ first president, 
Capt. Samuel Elliott White, used the band- 
stand in Confederate Park for company head- 
quarters. The second president, Col. Leroy 
Springs, rented offices at two locations in 
Lancaster, S. C., but in 1931 the third presi- 
dent used a Lancaster & Chester Railway pri- 
vate car for his office at Fort Mill and Lan- 
caster, while other departments had offices 
in different places. When the clerical staff 
passed 200, it became necessary to have gen- 
eral offices. So E. L. Scruggs, chief engineer, 
and Robert & Co., architects, designed this 
building at Fort Mill, S. C., based on the 
ideas of Col. Elliott White Springs, now 
president. The striking result is a building of 
steel, concrete and brick with walls suspended 
from the roof and windows inverted at a 
45° angle. 





Furniture in executive offices is 
made of scrap from the firm's 
junk pile including mill parts 
like shuttles, bobbins, gears, 
etc. Rugs are made from old 
slasher and sanforizer blankets. 
File case (above) was a spin- 
ning frame. Furniture at left 
contains such components as a 
loom beam, drawing frame 
rolls, cloth bale and other 
loom parts. Beautiful wood 
tops are of prima vera (to 
match walls) and maple 
trimmed ebony. Floor is par- 
quet teak, 
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The president's of- 
fice and directors’ 
room. Desk top 
matches the parquet 
walnut floor out of 
which rises the di- 
rectors’ table to ex- 
tend the president's 
desk. A control pan- 
el on the desk fac- 
ing the president 
operates directors’ 
table, drapes, chart 
panels, television and 
radio, doors, ozone 
and ultra violet 
lights, motion pic- 
ture and slide pro- 
jectors, and dictat- 
; ing machines. Drapes 
4 \ * and upholstery are 
ey, i ag — — 
' ae Zoe sf i , rics. Walls are crotc 
24 . mT walnut. The 120-ft. 
mural above the 
windows is an aerial 
view of the entire 
area from the Lan- 
caster supply ware- 
house to the Gayle 
Plant in Chester. 
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A section of the 
cost department, 
Windows rotate for 
cleaning but are in- 
sulated for perfect 
air conditioning. 
Panes receive no in- 
terior reflections day 
or night and give 
feeling of open 
space like looking 
down from an air- 
ship. Parquet teak 
covers concrete 
floors. Building is 
244 by 353 ft.; ra- 
diant heated. 
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Ford Motor Co. Simplifies 
Its Hourly Personnel Records 


W. J. O’SULLIVAN 
Manager, Central Hourly Personnel, Ford Motor Co., Dearborn, Mich. 


Co. has conducted an analysis of 

hourly personnel records systems 
as a basis for devising improved forms 
and records. Analysis of the existing 
hourly records system revealed it was in 
use without substantial change since 
shortly after the company was founded. 
This system consisted of a 4” x 6” en- 
velope, open at one end, for insertion 
of personnel change forms. The enve- 
lope was filed by employee’s badge num- 
ber which was printed on a ecard and 
appeared through a window in the up- 
per left side of the envelope. A cross 
reference rotary card file was main- 
tained alphabetically by name to locate 


We. ts the last year, Ford Motor 


employees when the name but no badge 
number was known. Personnel transac- 
tions such as hires, rate changes, trans- 
fers and terminations were processed 
on a variety of different forms which, 
in turn, were posted in chronological 
order to a status card. At one time 
postings were made to the front of the 
envelope. All forms including the status 
ecard were housed in the envelope. 
The existing hourly records forms had 
never been studied from a sequencing 
standpoint with the result that informa- 
tion on the different records did not 
appear in any predetermined order. A 
tabulating card for each employee was 
punched, based upon coding appearing 
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Today more people are using business machines— 
and more businessmen need business machines—than 
ever before. Burroughs aggressive advertising and mer- 
chandising program works with the widely known 
excellence of Burroughs adding machines and cash 
registering machines to help Burroughs dealers make 
the most of this growing opportunity. It brings the 
message of Burroughs de eaielaier and outstanding 
performance to the attention of millions—and refers 
them to the local Burroughs dealer . . . to you. 

In many communities there are still openings for 
Burroughs dealerships. If you are not a Burroughs 
dealer, why not find out how you, too, can profit by 
becoming one? Write or call the Burroughs factory 
branch nearest you for all the facts. Burroughs Adding 
Machine Company, Detroit 32, Michigan. 


Wherever There’s Business There’s 


Burroughs 





SEE INSTRUCTIONS ON REVERSE SIDE OF ORIGINAL COPY 
USE SUFFICIENT PRESSURE TO SECURE CLEAR COPIES 





Face (original) of the 4-part carbon-interleaved status change form. The reverse carries 
columns similar to the status card (page 69) for simultaneous posting. 


at the bottom of most of the forms or 
by means of a tabulating change card. 

At the time the existing records sys- 
tem was analyzed, flow charts were pre- 
pared for all important personnel trans- 
actions processed. Time estimates cover- 
ing all major transactions were devel- 
oped, based upon a careful study of 
each operation. While the existing sys- 
tem had a number of desirable features, 
the size of the forms precluded many 
changes which appeared to be desirable. 
In addition, it became evident that while 
there were certain advantages to the 
existing methods of filing, there were 
also distinct disadvantages. For exam- 
ple, posting and reference to the status 
eard could be done more rapidly if it 
were filed separately from the balance 
of the record. 

An analysis was made also of records 
systems in operation at a selected group 
of comparable industrial companies. 
These studies involved visits to some of 
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the largest companies in the U. S. and 
analysis of their forms and procedures. 
Various types of office machines and 
filing equipment were investigated. Re- 
search laboratories of several companies 
were visited concerning new equipment 
presently in the developmental stages 
which could materially influence person- 
nel records systems. 

Based upon the analysis of the exist- 
ing records system, systems in operation 
at other companies and new equipment, 
a revised records system was developed. 
The system involves an employee status 
eard filed in badge number order in 
steel card record desks and a jacket filed 
alphabetically in fire-resistant cabi- 
nets. (In certain locations a duplicate 
status card is used as a seniority record, 
filed in seniority date order.) In addi- 
tion, a consolidated hourly personnel 
status change form has been developed 
which eliminated more than eight differ- 
ent forms formerly in use. This 4-part 
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@ The boss’ wife parks Joey in the office 
sometimes while she shops. Such fun! 
Last time here he discovered the postage 
meter, so we let him stamp outgoing mail, 
Was Mama proud! Naturally she didn’t 
know that anybody can use a DM! 


@ The DM is a desk model postage meter 
... prints postage, any amount needed 

for any kind of mail, right on the envelope. 
Prints a dated postmark at the same time, 
and a small advertisement if you like. Even 
handles parcel post. Has a moistener for 
sealing envelope flaps. And automatically 
accounts for postage on visible registers. 

@ The DM is a great convenience in any 
Office...saves time, effort—and postage! 
Larger models for larger mailers. Call the 
nearest PB office for a demonstration, or 
send coupon for free illustrated booklet. 


@ FREE: Handy wall chart of new Postal Rates, 
with map and parcel post zone finder. 


= PITNEY-BOWES 


Postage 
Meter 


Offices in 93 cities in 
U.S. and Canada 


PitNEY-Bowes, INc. 

3443 Paciric St., STAMFORD, CONN. 

Please send free (1) booklet, [) wall chart to: 
Name 





Firm__ 
Address. 
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NOW—More Time for Management to Manage 


Every day “paper work” mounts. Never before in the 
history of American business has the handling of detail 
been so important—taken so much of management’s time. 
But there’s a way to cut through this maze and find 
more time for the really productive work. It’s a simpli- 
fied plan by Shaw-Walker. Finding is up to four times 
faster. Operating costs for help are reduced. But most 
important, there’s less to hamper and delay decisions; 
management has more time to manage. 
Since 1899 Shaw-Walker has been helping business by 
simplifying office work—to speed record keeping. 
Shaw-Walker makes everything for the office—except aaa 
machines—chairs, desks, Fire-Files, filing cabinets, loose- a a of the eight 
leaf and payroll equipment—each “time-engineered” to Shaw-Walker  “‘time - engineered”” 


° ° filin stems. For records of an 
help make the most of every minute, every working day. hind. tor one Grower or 1.006. 


The booklet, “Time and Office Work,”’ is packed with ideas for stretching 
office time. A wealth of information on “‘time-engineered”’ office sys- 
tems and equipment. 36 pages! Many color illustrations! Write 
today on business letterhead to: Shaw-Walker, Muskegon 44, Michigan. 


Executive Offices at Muskegon, Michigan 
Branches and Dealers in All Principal Cities 


HAW- ALKER Largest Exclusive Makers of Office Furniture 
\ and Filing Equipment in the World 
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carbon interleaved form may be adapted 
(by using positively controlled continu- 
ous carbon interleaved design) for rapid 
completion by electric typewriters or 
alphabetic printers. In practically all 
instances, information on the status 
change form has been sequenced with 
information on the employment appli- 
cation, status card and tabulating card. 
The establishment of common bands of 
information on the status card and 
status change form permits automatic 
posting of this information. Standard 
guide systems for the status card and 
employee jacket have been adopted. Out- 
ecards have been developed for both 
records. Various supplemental equip- 
ment such as time stamps and sorting 
equipment has been investigated and 
recommendations have been made con- 
cerning purchase of this equipment in 
locations where it is justified. 

Studies have been conducted in con- 


nection with floor layouts. In some in- 
stances, three-dimensional scale models 
have been constructed to aid in visual- 
izing the placement of desks, files and 
other equipment as well as the flow of 
forms. 

The revised hourly records system has 
been introduced on a trial basis at sev- 
eral new plants within the company 
and is being gradually extended to 
other locations. Where the revised 
system has been installed, personnel 
working with it agree that it is superior 
to the former method and they are en- 
thusiastic over its long range possibili- 
ties. Conversion to the new system has 
been accomplished with the assistance 
of Addressograph plating and transfer 
posting bands of information by means 
of tabulating lists. With these aids, 
several thousand records may be con- 
verted to the new system in two or three 
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The 8” x 10” visible status card to which data is posted from the application and status change 


forms. 
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For this reason, most all information on the three forms appears in the same sequence. 
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OMAC’s llth Annual Seminar 


EP is the theme of this 11th annual 

seminar and business show which 

will be held at the Conrad Hilton Ho- 
tel, Chicago, March 2 through March 5 
by the Office Management Assn. of Chi- 
cago in cooperation with Northwestern 
University. But the letters “pep” do not 
here signify a breakfast food nor the 
colloquialism used to indicate action, al- 
though the latter definition could result 
from the adoption by registrants of some 
of the ideas to be gained under the head- 
ings of “procedures, economies and per- 
sonnel” which are what OMAC means by 
its theme word. 

Business executives are predicting full 
employment and moderate business in- 
come for the year ahead with emphasis 
that business earnings will be slightly 
lower. Competition will be keener, a 
not unhealthy condition for the ef- 
ficiently managed business. Therefore 


70 


the subjects on this seminar’s program 
offer timely advice to office executives on 
how to obtain good office management, 
cost control for office management, using 
incentives in the office, and the impor- 
tance of the office supervisor. 


Heading a list of outstanding speakers 
are men like Clarence Manion of the 
law firm of Doran & Manion, with an in- 
spiring message to be delivered at the 
banquet. E. I. Bjork, president, Peo- 
ples Gas Light & Coke Co., will be the 
seminar’s keynoter. Office specialists 
will include K. B. Willett, Sam Work- 
man, Frank Knox and F. L. Haskell. 


The theme—Procedures, Economies, 
Personnel—will be demonstrated at the 
business show which is held in conjune- 
tion with the seminar. Acquisition of 
additional exhibit space in the hotel will 
allow over one hundred manufacturers 
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Even your 
office boy 
can be a 


calculating —_ 


champion 


...and he’ll be one in'15 minutes if he 
counts on aFacit! 


The Facit calculator is of an entirely new type, versatuc in all kinds of 
office work. Thanks to its easy-to-learn 10-key system, anyone can 
operate it in a few minutes. Besides, the Facit is so 

small and light — not much bigger 

than a telephone — that it’s easy 

to bring it with you wherever 

you need it most. 

The Facit is rustproof, 

dustproof and foolproof... 

and you can calculate 

with one hand and write 

with the other 





AKTIEBOLAGET World's most exported calculator. 


ATVIDABERGS Made in Sweden 
INDUSTRIER 


FACIT INC., 500 FIFTH AVE., NEW YORK 36, N. Y. 
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Acme Visible Records, Inc. 
Addressograph-Multigraph Corp. 
Allen Wales Adding Machine Agency 
All-Steel Equipment, Inc. 
American Automatic Typewriter Co. 
American Perforator Co. 
American Photocopy Equipment Co. 
Art Metal Construction Co. 
Bankers Box Co. 

Bircher Co. 

E. W. Boehm Co. 

Boom Electric & Amplifier Co. 
Charles Bruning Co. 

R. B. Bunn Co. 

Burroughs Adding Machine Co. 
Business Efficiency Aids 
Chart-Pak, Inc. 

Chicago Dictating Machine Co. 
Chicago Evening Schools 
Cincinnati Time Recorder Co. 
Clarys Multiplier Corp. 
Commercial Controls Corp 
Copy-Plus Sales & Service 

E. Conway, Inc. 

Ralph C. Coxhead Corp. 
Cummins Chicago Corp. 

J. Curry Mendes Corp. 

Davidson Corp. 

A. B. Dick Co. 

Dictaphone Corp. 

Dictating & Recording Co. 
Diebold, Inc. 

Ditto, Inc. 

Domore Chair Co. 

Duplicopy Co. 

Thomas A. Edison, Inc. 

Egry Register Co. 

Elliott Addressing Machine Co. 
E-Z Sort Systems Ltd. 

Felt & Tarrant Mfg. Co. 
Fototype, Inc. 

Friden Calculating Machine Co. 
General Fireproofing Co. 
Gestetner Duplicator Corp. 

Jos. Ginsburg, Inc. 

Gray Audograph Corp. 

Charles R. Hadley Co. 

Haloid Co. 

Hush-A-Phone Corp. 
International Business Machines Corp. 
Jones Commercial High School 
Lee F. Kollie Associates, inc. 


At 
OMAC 
Business 
Show 
in 


Chicago 
March 
2-5 


Le Febure Business Systems 
Marchant Calculators, Inc. 
Marr Duplicator Co. 

Marshall Field & Co. 
Marshall-Jackson Co. 

Master Addresser Co. 

Mc Bee Co. 

McCaskey Register Co. 
Minnesota Mining & Mfg. Co. 
Monroe Calculating Machine Co. 
Mosler Safe Co. 

Multistamp Chicago Co. 
National Calculator Co. 
National Cash Register Co. 
Office Equipment Co. of Chicago 
THE OFFICE Magazine 

Office Management & Equipment 
Olivette Corp. of America 
Pitney-Bowes, Inc. 

Private Tele-Communications, Inc. 
Rand McNally & Co. 

Record Controls, Inc. 

Recordak Corp. 

Remington Rand, Inc. 
Rex-O-Graph, Inc. 

Robotyper Corp. 

Rol-Dex Div., Watson Mfg. Co. 
Royal Typewriter Co. 

Samas Punched Card Division 
Science Research Assn. 

Scribe Corp. 

Security Steel Equipment Corp. 
Shaw-Walker 

Simplex Time Recorder Co. 
Spak & Natovich, Inc. 
Speedograph. Inc. 

Standard Duplicating Machines Corp. 
Standard Manifo!d Co 
Statistical Tabulating Co. 
Stenographic Machines, Inc. 
Stivers Office Service 

Superior Safe Service, Inc. 
Talimann, Robbins & Co. 

Tiffany Stand Co. 

Todd Co. 

Transo Envelope Co. 

Triner Sales Co. 

Underwood Corp. 

Victor Adding Machine Co. 
Wassell Organization, Inc. 
Weber Addressing Machine Co. 
Wheeldex Chicago Co. 
Workman Service, Inc. 
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Tip From America’s Top Secretaries 





“My boss and | both 
appreciate the time 
saved since we started 
using Micrometric” 


says 
LaVerne C. Campbell, 
Executive Secretary 
to Mr. Bonbright, 
Vice President 
in Charge of Finance, 
and Treasurer of 
Capitol Records,Inc., 
Hollywood, California 


3 


Successful secretaries like Mrs. Campbell 
are busy women! That's why they appreciate 
the numbered scale edge, an exclusive 
feature of Webster's Micrometric. The scale 
edge measures the typing space left on a 
page -—— ends "running over" and makes per-— 
fect placement easy. 


Webster's Micrometric increases office ef= 
ficiency. Impressions are clear and clean 
-—- and every secretary appreciates the way 
the uncoated scale edge keeps her fingers 
smudge—free. 


You'll find a Webster's Micrometric weight 
for all office needs. It costs no more than 
any good quality carbon paper. See the com— 
plete line of Webster carbon paper, type— 
writer ribbons and duplicating supplies at 
your stationers. 


F.S. WEBSTER COMPANY 


8 Amherst Street, Cambridge 42, Mass. 
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OMAC Seminar Program 


MONDAY NOON, MARCH 2 


BUSINESS IS PEOPLE: Esk I. Byork, President, Peoples Gas Light & 
Coke Co., Chicago. 


MONDAY AFTERNOON, MARCH 2 


THE OFFICE MANAGER AND EXPENSE CONTROL: F. L. HASKELL, 
Chief Accountant, Wallace Barnes Co., Bristol, Conn. ’ 


TUESDAY MORNING, MARCH 3 


MANAGEMENT SEEKS COST CONTROL: Frank M. KNox, Frank M. 
Knox & Co., Cleveland. 

HOW MUCH TIME DO WE WASTE?: JoHN R. CROWLEY, Arthur Young 
& Co., Chicago. 


TUESDAY AFTERNOON, MARCH 3 


KEEPING NEW EMPLOYEES HAPPY: SAMUEL L. WORKMAN, Presi- 
dent, Workman Service, Inc., Chicago. 

INCENTIVES—DO THEY WORK?: Rosert L. PETERSON, University of 
Illinois, Urbana. 


° WEDNESDAY MORNING, MARCH 4 


HOW IMPORTANT IS THE SUPERVISOR?: Tuomas E. HurNs, Secre- 
tary and General Accountant, Detroit Edison Co. 

ARE WE TALKING TO OURSELVES?: Dr. FRANKLYN 
School of Speech, Northwestern University, Evanston, Ill. 


WEDNESDAY AFTERNOON, MARCH 4 


PEP SPELLED BACKWARDS IS PASSIVENESS EXCLUDES 
PROGRESS: KENNETH B. WILIETT, Vice President, Hardware 
Mutuals, Stevens Point, Wis. 


WEDNESDAY EVENING, MARCH 4 


BLUEPRINT FOR FREEDOM: CLARENCE MANION, Attorney at Law, 
Doran & Manion, South Bend, Ind. 


S. HAIMAN, 











and distributors to show their latest of- 
fice machines, equipment and supplies. 
Many new products will be on public 
display for the first time in this area. 
The list of exhibitors and the seminar 
program appear on these pages. Regis- 
tration forms can be had from OMAC’s 


secretary George A. Roubik at 105 W. 
Madison St., Chicago 2. This is the mid- 
west’s biggest annual office management 
meeting and business show and, with the 
greater amount of space available this 
year, the event is expected to break its 
previously high attendance records. 





Back in 10 Minutes? Leave Lights On! 


Generally speaking, for lowest overall lighting cost, turn off fluorescent lamps 


only when an office will be unoccupied for longer than 10 or 15 minutes. 


The life 


of a@ fluorescent lamp is determined by the frequency and number of times it is 
turned on and off, according to A. L. Hart, General Electric lighting engineer. 
Turning lights off for short periods is costlier than letting them burn. 
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MONROE \ 
Adding 
Machine 





MONROE 
Calculating 
Machine 


MONROE 
Bookkeeping 
Machine 











Soft 
Touch! 


Lucky girl! Life’s so much easier 
with any Monroe figuring or ac- 
counting machine. Production 
soars, fatigue and errors sink when 
fingers glide over Monroe’s exclu- 
sive “Velvet Touch” keyboard. 
Small wonder operators who 
know prefer Monroe. Write today. 
Learn how Monroe can solve your 
particular figure problem. There’s 


a model to meet every need. 


MONROE 


MACHINES FOR BUSINESS 


MONROE CALCULATING MACHINE COMPANY, ORANGE, NEW JERSEY 
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York Corp. Expands Uses of 
Its Visible Record Card System 


S. R. LEACH 
Manager, Manufacturing Accounting Dept., York Corp., York, Pa. 


INCE 1885, this company has spe- 

cialized in mechanical cooling. In 

1942 we installed a visible card sys- 
tem for our employee war bond pur- 
chase ledger cards with approximately 
5,000 machine posted cards. Contrary 
to past experience, we did not meet with 
the natural resistance to a new system. 
Only a brief demonstration was neces- 
sary to convince our operators of its 
labor saving convenience to them and 
they accepted it enthusiastically. This 
experience was so favorable that we in- 
stalled a similar system to control our 
branch stock inventory in Philadelphia. 

At Philadelphia, we maintain per- 
petual inventory control cards for 
branch stocks carried in nine cities for 
all service supply and contract parts, 
supplemented at each stock point by a 
bin control record. Cards are housed in 


steel tubs. The name of the part is 
typed or written in a diagonal visible 
margin. A vertical visible margin allows 
space for unit selling prices and cost, 
for pricing and costing each item as it 
is posted out of stock. After extension 
and addition, invoicing becomes straight 
copy work. 

Each bank of cards has a separate di- 
vider and a tab for rapid location of a 
eard. As orders come in the mail, the 
clerk locates each item in turn, removes 
the card, posts it, prices and costs the 
order, and returns the ecard to its place 
at a speed averaging 4 per minute, or 
from 1500 to 2000 items per day. Our 
records are up-to-date and reflect the 
current condition of stock in any ware- 
house. Time is saved in making usage re- 
ports and in answering inquiries. 

Formerly, maintenance of these rec- 


Stock control record cards at York Corp. are housed in the tub files between the desks. 
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ords in the branches required five full- 
time stock clerks. Costing and pricing 
was carried out at only one point. The 
remaining four branches maintained 
only a numerical control of items in 
stock. One clerk now maintains this 
record with half the time of an as- 
sistant, a net saving of 31% clerks, in 
spite of complete costing and pricing. 
In 1947 we expanded a simple visible 
purchased stock control at York head- 
quarters to include a very complete set 
of four forms for purchased material, 
controlling 20,000 items. With eight 
pairs of stock controllers or record clerks 
and stock clerks posting the record, we 
control movement from 16 storerooms 
at York. This system completely co- 
ordinates the purchased stock control 
and the purchasing functions to insure 
the reservation of material, the ordering 
of new material, the following of criti- 
cal items, storeroom movement, and 


stock balance. The four visible record 
cards are used as follows: 

The purchased stock record card’s 
diagonal visible margin shows the part 
number, name, location and unit; the 
vertical visible margin shows the order 
point and the stock balance on 37 lines. 
The ordering data card matches each 
stock record card but does not obscure 
the visible margins. When a purchase 
is required, the stock controller sends the 
ordering data card to the proper buyer. 
The buyer transmits the necessary speci- 
fications to the vendors and returns 
the ordering data card to the stock con- 
troller. 

A folded schedule control sheet is used 
for some 7000 items of material that 
could be scheduled ahead for 12 months. 
These sheets appear in front of the pur- 
chased stock record without obscuring 
the visible margins. A pink critical 


commodity slip is inserted in front of 





Cramer 


OFFICE MACHINE STAND 


and hardwood. 


to the stand 





MACHINE 
HOLDER 
and 
GUARD 
RAIL 


THE WORLD'S 


Finest 
OFFICE MACHINE STAND 
* Yes, it's finger tip! Rolls 


easily on casters and locks in 
working position with clever lever! 





7 CONSTRUCTION . . ' of steel 

fety domes on feet with special extrusions that 

positively lock the stand to the i 

+» MO SWay... 

. .. finger-tp lever lifts machine stand off domes so that it may roll easily 

on ball bearing casters. This mechanism is built-in 

No projections. Hiustrated below is the mechanism of the guard rail, the front view showing 
vise jaws for holding mach, pe, and 


Patent 
Applied for 


- precision engineered . . . 


floor when in use. Absolutely 
even with heaviest leads. 


completely concealed and protected. 


bottom picture showing rear view when attached 


DIMENSIONS 
Overali top, with drop leaves 
extended, 38°’ wide, 17” deep 


Center Panel of Top, 20” wide, 
17” deep 


Drop Leaves, 9” wide, 17” 
Height of top from floor, 26”. 
Overall leg Spread, 21 44"’ wide, 
192" deep 


ENLARGED 
VIEW OF 
SAFETY 
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TRENGTH in a sheet 


' 
of carbon paper means your typists can use egch sheet 
' 


longer and still have all copies clear, clean and legible. This 
‘ 
means fewer trips to your supply room, where your 


inventory of Hermetite treated carbon paper lasts longer. 


The result is that you save money because Hermetite 


treated carbons last longer, collate easier, won’t slip ‘in 
' 
’ 
the machine to mar perfect registration /of copies, are 


anti-curling, and have greater strength for elettric 


‘ 
' 


typewriters. ! 
These advantages add up to greater work production and 


higher office morale with Hermetitg treated carbon 


papers for all your machines. f 
i 


Any one of the following manufacturers 
will gladly supply you with trial samples 
of Hermetite treated carbon paper for 
testing in your office: 








American Carbon Paper Mfg. Co., Ennis, Texas 
Capital Carbon & 9g Co. Ltd., 


Kores Carton Paper & 1 & Ribbons Mfg. Corp., H FE Pa, ET | TE Corp. 


43-49 B New York 
Pacite Carbon aaa 245 PATERSON PLANK ROAD 
ents Ribbon. & "Garnen Co. 055 Stewart CARLSTADT, NEW JERSEY 
Ave., Garden City, N. 
Write Inc., 420 Lexington Ave., New York 17 


biol 








STOREROOM MOVEMENT 


TOTAL MONTHLY 
WITHORAWAL 


STOCK 


ORDER NO our BALANCE 


YORK CORPORATION PURCHASED STOCK RECORD 


peorecres OY U & PA 
per By vis +08" Cone 


7 NOS 1 97556601 713 9458 PAT 


PFND 


York's purchased stock record is a 7” x 10” VISIrecord card. 


the purchased stock record card for over 
1000 items. The pink corner projects 
into the diagonal margin enough to spot 
that it is a critical item. 

One result has been that the number 
of employees in the stock control depart- 
ment has been reduced from 46 to 33, a 
saving of 13 clerks, in spite of an ex- 
pansion to $50,000,000 in annual sales 
volume. 

Two cards are used in the control of 
manufactured material. For 25,000 
items, the finished stock card shows on 
the diagonal visible margin the part 
number and name, and on the vertical 
6” visible margin the balance at the end 
of 36 lines. A reservation card of another 
color is used for making reservations on 
17,000 items. It is placed in front of the 
larger finished stock record card, so that 
no visible margins are obscured. 

These cards are kept in tubs along- 
side the six material control stock clerks. 


A substantial saving in their time has 
resulted from the speed with which items 
and balances can be spotted on the 
visible margins, and cards located, re- 
moved and replaced. 

Contract cost records are used in five 
district offices to furnish current accu- 
mulated cost on each contract. With 
the aid of a color scheme for differentiat- 
ing several job classes, the clerk can col- 
lectively post each class of job on the 
monthly recapitulation sheet. This cost 
record is keyed and cost data are charged 
to a specific contract number. Time is 
saved in finding and removing the sheets 
during posting and in avoiding sorting 
and resorting. 

Flexibility of size of the cards to fit 
any given purpose is illustrated by our 
customer credit record, which is main- 
tained on 4” x 6” cards. As our sales 
volume increased, it took us too long 

(Continued on page 137) 


Tue Orrice, February, 1953 








Mirror-like popers that bounce ligh 
back into the eyes soon affect accoun- 
tants’ work...can lead to costly errors 
and lost time. 


You Prevent “Glaring”’ Errors 


WHEN YOU CHOOSE EASY-TO-WORK-WITH HAMMERMILL LEDGER 


Your accountants will appreciate the 
way in which Hammermill Ledger’s 
low-gloss finish speeds work because 
it reduces eyestrain. And you'll save 
money through a reduction in errors 
and lost time. Hammermill Ledger pa- 


per has a firm surface that rules per- 
fectly and provides clean printing on 
accurate forms. Its splendid texture is 
ideal for typing and writing. Test its 
strength, durability, and 
glare-reducing surface. 





You can obtain business printing on Hammermill papers wherever you see this frorcven ay 
mart 


shield on a printer's shop window. Let it be your guide to printing satisfaction. 


Ce eee erweowee 


-aper Company, 
i Paper Erie 6, Pa. 


Hammermi 
- the sample book of 


1463 East Lake Road, 
»—F REE 

Please send me tEE— 
HAMMERMILL LEDGER. 


A Position 


Pl on, your business 
(Please 


attach to, or write TO-FEB 


letterhead. ) 


aren. 
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"T make my 


best 


1 mpressl Ons 


with 42.1. *" 


010 Town 


“So good looking!” 

“Thz.’s what the boss says now 
about all my work! No wonder 
he’s pleased — my letters look 
sharp and beautifully typed, my 
carbon copies clean, clear and leg- 
ible no matter how many I make, 
thanks to *OLD TOWN!” 


In offices everywhere this dis- 
covery is being made, every day— 
that for the “best impressions” 
there are simply no better carbons 
and ribbons than OLD TOWN— 
scientifically created and designed 
to meet the exact need ! 

Let us prove to you why the use 
of Old Town Carbons and Rib- 
bons can save you money. Write 
today for the facts and FREE 
samples on these world-renowned 


products 


e 
OLD TOWN CARBONS 
New, ling, i 
and clean to handie— 


OLD TOWN INKED RIBBONS 





g, easy 


Pure Silk — Nylon + AF — 

Egyptian Cotten fer all 

machines — nothing finer. 
750 Pacific Street, 
Brooklyn 38, N.Y, 


CORPORATION 





| The Navy Is Studying 


Electronic Computers 


EDMUND D. DWYER 
Director, Office Methods Div., Administrative 
Office, Dept. of the Navy, Washington, D.C. 


HE Secretary of the Navy, bureau 

chiefs, and other top Navy officials 

are vitally interested in electronic 
computers and their potential applica- 
tion to scientific and business adminis- 
tration problems. The present high cost 
of purchase or rental and operation of 
such equipment makes it necessary that 
the matter of procurement and _ utiliza- 
tion be given the most careful and de- 
tailed attention. All electronic com- 
puters being considered by the Navy are 
still in the experimental stage. Future 
action will be based upon an evaluation 
of the experience gained through use oi 
the equipment. 

The first computers were designed to 
handle scientific and engineering type 
problems, and have proved successful in 
this application. More recent develop- 
ments permit the solution of business- 
type problems, such as fiscal accounting 
and stock accounting. The significant 
difference between the laboratory appli- 
cation and the office application is that 
for the laboratory problem a_ small 
amount of data is fed into the machine, 
a large amount of computation is per- 
formed on the data, and a small amount 
of output is delivered by the machine. 
Office problems require the input of a 
large amount of data, relatively simple 
computations, usually involving only ele- 
mentary arithmetic, and a large volume 
of information output. The develop- 
ment of the input-output unit has not 
kept pace with the tremendous rapidity 


| of the computer unit. Therefore, at the 


present time, full use is not made of the 
maximum speed of the computer in the 
solution of office problems, because the 


| computer speed is limited by the rela- 


tively slow rate of introducing data into 
the computer. 
The two basic types of electronic com- 
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puters are the analogue and the digital. 
The analogue computer works with con- 
tinuous variables, rather than discrete 
(individual) numbers, in a manner 
similar to a slide rule. It is used in 
such applications as fire control and 
certain scientific computations. It has 
little application to office type problems. 
The digital computer — the one with 
which this article is primarily concerned 
—deals with discrete numbers with com- 
plete arithmetical accuracy, as does an 
adding machine. 

There are numerous types of digital 
computers, ranging from file cabinet size 
models, containing approximately 100 
electronic tubes, to the giant multiton 
computer which occupies approximately 
800 sq. ft. of floor space, and contains 
5,000 or 6,000 electronic tubes. 

The digital computer is an automati- 
cally sequenced machine. It will per- 
form most of the functions of punched 
card machines without the necessity of 
manually transferring cards or tapes 
from one machine to another. Once data 
has been introduced into the machine, 
such operations as reproducing or dupli- 
cating, sorting, merging and calculating, 
can be performed on that data automati- 
eally. Typical speeds of an electronic 
computer are 2,300 comparisons of 11 
digit numbers per second. 

Although some of the machines are 
called general purpose computers, one 
limitation to such equipment is that only 
a few of the very largest of the machines 
will handle alphabetical input and out- 
put. Most computers require a trans- 
lation from alphabetical designators or 
words to numerical code, and a trans- 
lation of the numerical output to words 
or alphabetical code. The common con- 
ception that the computer is a “brain” is 
somewhat misleading. The machines ecan- 
not think. They merely follow a man- 
made routine. The establishment of the 
routine or instruction is called program- 
ming. The one fundamental advantage 
of a computer over any other system 
lies in its extremely rapid performance 
rate. 

There are four major components in 


[ue Orrice, February, 1953 





"T make my 


best impressions 


with O.T.*" 


, 


“The sharpest looking 

you've ever seen!” 
“Since we've gotten the *Old 
Town Spirit Duplicator, paper 
work bottlenecks have just dis- 
appeared at our office!"’ For the 
“best impressions” there is 
nothing to equal efficient, easy- 
to-use Old Town spirit machines 
and supplies. 

Type, write, draw or print 
through Old Town Super-Kleen 
Spirit Carbon — you have a 
master that is sharp, clean, ready 
to go to work for you. 

With an Old Town Spirit 
Machine — rugged in construc- 
tion, the finest you can buy at 
any price—you will be amazed 


at the hundreds of quality cop- @@. 


ies you can make in a matter of 
minutes from a single master. 
For, Spirit duplicating ma- 

chines and supplies that are un- 
surpassed use Old Town — the 
pioneers in Spirit duplicating. 
Let us prove to you that Old 
Town can save you time, effort, 
money ! Write today for the com- 
plete facts. 
Manufacturers of Duplicat- 
ing Machines & Supplies... 
Nen-curling Carbon Papers 
++ + Finest Ribbons. 

750 Pacific Street, 

Brooklyn 38, N.Y. 


(—aen-—- en -m maneon. | 





© STANDARD SIZE 
RECEIPTS 


© LITHOGRAPHED ON 
GOOD BOND PAPER 


© ORIGINAL — WHITE 
DUPLICATES — BUFF 








@ BLACK LEATHERETTE 
SIDES 


e RED CLOTH BACK 


© DUPLICATES 
THUMB-CUT 








ae 


Ask your stationer for 
Boorum & Pease Standard Money Receipts 


© No. 5154 Duplicating \ 
© No. 5156 Triplicating 3 ‘4 soc sini N.Y. 


FOR EVERY RECORD = A WAY TO KEEP IT 
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the electronic computer: (1) the com- 
puter unit which is the heart of the ma- 
chine; (2) the control unit which directs 
the operation of the computer unit; 
(3) the memory unit which retains in- 
termediate answers as well as instruc- 
tions and mathematical tables until 
needed by the computer unit; and (4) 
an input-output unit which is_ the 
medium of two-way communication with 
the computer. 


Some newspaper articles may have led 
readers to believe that electronic com- 
puters automatically and mysteriously 
perform the most complicated mathe- 
matical feats, entirely unaided by hu- 
mans. This is completely untrue. The 
computer does just two things: it adds 
and subtracts. However, it performs 
the operations at such tremendous speed 
that all manner of mathematical prob- 
lems can be handled by these two basic 
arithmetic methods. For example: mul- 
tiplication is performed by _ repetitive 
addition, in the following manner: 


.1423 x 32: 


1423 
1423 
1423 | 


Cs 
apt 
1423 | 
1423 


45536 


Division is _ per- 
formed by consecu- 
tively subtracting the 
divisor from the divi- 
dend, partially illus- 
trated at left: 


~366~ 1] 


ans.: 4 
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To place a large quantity of numbers 
in sequence, the computer compares each 
complete number with other numbers 
and progressively arranges them in an 
ascending or descending order. The com- 
parison of the size of the two numbers is 
performed by subtracting one from the 
other, and observing whether the answer 
is a positive or negative amount. For 
example: 


18—16=+2 
5-—-9=-—4 


In the first example, the answer is 
positive, so the machine detects that the 
first number is larger than the second 
(18 greater than 16). In the second 
example, the first number is smaller than 
the second (5 is less than 9). 

Integral calculus is basically a method 
of finding the area beneath a curved line 
and between two limits. This area for 


a simple problem might appears as: 


Y i 
* ot 


1 oor 
YA» 


A 
LIMIT B 














A 
LIMIT A 


Simple multiplication cannot deter- 
mine the area, due to the curved line 
which precludes using one height. If 
exceedingly small distances are measured 
off between limit A and limit B, and the 
heights are determined above each small 
distance, thin trapezoids are formed 
whose areas are readily calculated. The 
summation of all the trapezoids very 
closely approximates the area under the 
eurve. The thinner the trapezoids, the 
closer the approximation. The time and 
work involved in the solution of such a 

(Continued on page 133) 





STANDARD .- ELECTRIC - PORTABLE G 
Roytype Business Supplies 


“Magic’’ and **Touch Control’’ are registered trade-marks of Royal Typewriter Company, Inc. 
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They just roll the hand! 


_— there by the side of the secretary’s right hand 
is that green easy-to-find “Magic” Tabulator. With 
her fingers in guide-key position, she just r-o-l-l-s to the 
right, and the carriage moves to the next tab position! 


Or, if she wants to, she touches the top part of 
“Magic” Tabulator with her little finger, and the same 
thing happens. No glancing at the keyboard. No need 
to lose home-key positions. Nothing to punch, poke, 
press or reach for! 


Why this new and exclusive Royal convenience? 
Because Royal has always built its typewriters with 
ease of operation in mind! Then call your Royal repre- 
sentative for a free office trial. 


Extra “Personalized” Key, a Royal 
exclusive. You can get this extra “bonus” 
key, a 43rd key, with almost any mark, 
character or sign you want! At no extra 
cost! 


New Time-saver Top, a Royal exclu- 
sive. Press button... inside controls all 
instantly accessible. “Touch Control” 
within easy reach. Easy-to-get-at spools 
for ribbon changing. 


Carriage Control, a new, exclusive fea- 
ture which lets the secretary suit the 
carriage tension to her needs. Just a turn 
of the knob does it! No need to call in a 
serviceman! 
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To make your work look better... 





Make You look better... Always use 


ONGHORN 


CARBON and 
RIBBONS 


You'll get praises from the boss— 
you'll look sharp, be sharp— 
when you use Longhorn Carbons 
and Ribbons. They give your 
work that extra sharp, extra clean 
neat appearance that wins friends 
and influences raises! 

Longhorn Carbon is made in the 
exact weight and finish to suit 
your style...Longhorn Ribbons 
have six degrees of inking—one 


of them just right for your touch. 


Boost your work and boost yourself—ask 
your office manager to buy Longhorn 


Carbon and Ribbons for your office! 


Have You Sent for 


Your Copy of ; 
WHAT'S YOUR BRAND? {5 ; 
pa on Sad mone = A Ahab 


somely illustrated little 
booklet giving unusual 


facts about famous AMERICAN CARBON 


Southwestern cattle 


to wall yous copy of aNd 4 Ce OO 


your request. 









OFFICE MANAGEMENT IN GOVERNMENT 





The Disappearance of 
The Male Clerk 


WALTER C. PETERSON 
City Clerk of the City of Los Angeles 


Angeles, third largest city in the 

U. S., which includes the duties of 
tax collector, ex-officio, involving the 
administration and collection of over 
$18 million in business license, sales and 
use tax revenue each year from upwards 
of 190,000 accounts; the complete man- 
agement and responsibility for the con- 
duct of all city elections; the mainte- 
nace of up-to-date maps and records 
of all real property within our city 
limits; management of the city govern- 
ment’s business office, charged with the 
custody, recording, preservation and fil- 
ing of public writings and miscellaneous 
correspondence with many other fune- 
tions including those of attendance. at 
council sessions and committee meetings, 
I am extremely sensitive to the primary 
problem in office management today— 
that of coping with a critical and in- 
creasing shortage of clerical workers. 

T will discuss one factor that has con- 
tributed to the shortage: the disappear- 
ance of the male clerk. You know the 
one I mean; the fellow who made fetishes 
of accuracy, speed and neatness, who 
literally learned the business from the 
ground up through his healthy curiosity 
and intelligent handling of clerical tasks, 
who through his experience and objec- 
tivity learned to know people, who fre- 
quently rose to positions involving the 
supervision of other employees and oc- 
casionally to responsible administrative 
and executive positions. 

Not so many years ago we could al- 
ways draw, from each year’s high school 
graduating classes, eager youths of 17 
or 18 who had completed the commer- 
cial courses and had grasped the rudi- 


|: my position of City Clerk of Los 
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ment of business English, arithmetic, 
commercial law and bookkeeping. They 
also had learned to spell and, believe it 
or not, through hours of drill in the 
Palmer Method, had even learned to 
write legibly. These ambitious lads with 
their high school diplomas evidencing 
their proficiency in the fundamentals 
are needed more than ever. Where have 
they gone? 

Let’s face it. People work for money 
and the clerical worker is probably the 
least favored of all classes of the vast 
army of so-called white collar workers 
from a standpoint of financial remunera- 
tion. At the time the youth of today 
starts thinking of his future, during or 
before his first year in high school, he 
must make a decision as to whether he 
wants to engage, in a very broad sense, 
in working with a pencil, shovel or ham- 
mer, or with other tools such as law 
books, stethesecopes, slide rules, caleulat- 
ing machines or other implements of the 
“professions.” 

If his decision is toward the profes- 
sional side and his world is to be that 
of business or the business functions of 
government he will, wisely, prepare him- 
self for college or university from 
whence he will emerge, at the age of 21 
plus, with a Bachelor of Science degree 
signed by the dean of a college of com- 
merce. 

If his leanings are towards working 
with his hands he will not, if he takes 
even a passing glance at the prevailing 
wage schedules, choose to do that work 
with a pencil. He will take advantage 
of the excellent technical facilities of- 
fered at our high schools and master a 
trade whether it be that of pastry cook 
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or truck driver. After graduation and 
a short apprenticeship, he is a well-paid 
journeyman and carries his union card 
attesting to that fact. The armed services 
are also giving excellent training in the 
field of electronics, mechanics and the 
like, but not as clerks. Clerical duties 
are usually assigned to the Wacs, Waves 
and other female branches of the serv- 
ices. Also the G.I. Bill financing college 
educations has played its part. If a 
young man has the choice between uni- 
versity without cost for a B.S. degree in 
business administration and an under- 
paid job as clerk, can he be blamed for 
leaping at the former? 

Don’t misunderstand me. I am all for 
college educations when they benefit the 
student whether gained under G.I. Bills 
or otherwise, but I am concerned with 
the problem of getting and keeping cleri- 
cal personnel. I want a reasonable per- 
centage of this personnel to be men who 
will join with us at early ages and low 
levels on a career basis. Men tend to 
be more permanent—for one thing they 
do not have babies. 

How am I and thousands of other 
harried office managers throughout the 


ei 


country going to get them? Clerical 
work must be made more attractive. 
Clerks must be better paid. The wages 
for clerical workers must be raised and 
maintained to have a fair relationship 
with those being paid electricians, 
plumbers, aircraft and construction 
workers, including unskilled laborers. 
If employers in general recognize that 
clerical workers are the object of dis- 
crimination with respect to their pay, 
do something about it, and cease to place 
unduly high importance on applicants’ 
possession of university degree, I think 
that we will eventually have a supply of 
eager applicants for clerical positions. 
In this group will be many of our poten- 
tial future leaders. 

In my particular situation with a tre- 
mendous volume of highly complex and 
detailed work to be completed, I am 
more and more convinced that the ca- 
reer clerical worker cannot be wholly 
replaced by machine methods. We have 
adopted the most modern methods of 
machine accounting and use the most 
advanced types of office equipment. But, 
in general, we find that we are far from 

(Continued on page 144) 


James A. Johnson, 
at left, tabulating 
supervisor in the 
Lucas County audi- 
tor's office at Toledo, 
Ohio, says noise has 
been reduced 75% 
since installation of 
Owens-Corning 
Fiberglas acoustical 
tile on walls and 
ceiling. 
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Invincible Metal Filing Cabinets 
are built better — to last longer 


Each drawer channel is spot welded directly to the 
cabinet side — making side and channel virtually 
one unit. Provides maximum cabinet reinforce- 
ment plus rigid drawer support . . . more load- 
bearing surface — eliminates weave and wobble. 


Built better to last longer! That’s why 
Invincible filing cabinets provide utmost 
economy, durability and satisfaction. The 
unique method of reinforcing sides with 
case channels assures maximum strength 
and rigidity. What’s more, the heavy-duty, 
cradle-type side suspension combines with 
ball-bearing rollers to assure smooth, silent 
roller action at slightest touch. Compres- 
sors pull up firmly, lock securely, provide 
greater usable drawer space. 
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The complete line of INVINCIBLE filing cabinets 
includes desk high, counter high, standard four 
drawer or five drawer units. Letter or legal size 
drawer types — with or without lock. Exclusive 
concealed safe unit also available. 


You'll get longer life — more lasting 
satisfaction with Invincible filing cabinets. 
Write for details. 


OFFICE EQUIPMENT 
FOR BETTER BUSINESS LIVING 


Invincible Metal Furniture Co. © Manitowoc, Wis. 
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Night view of Olivetti's modern factory and office building at Ivrea, Italy. 


Olivetti Design Exhibit Will Tour U. S. 


AST fall, Olivetti, Italian manufac- 
turer of office machines, was honored 
as a world leader in industrial design 


with an exhibition at the 
Modern Art in New York. 


Museum of 
In addition 


A typical example of Olivetti’s outdoor ad- 
vertising in Italy. 


to their printing calculator which is 
available in the U. S., Olivetti makes 
manual and electric office typewriters, 
portables, adding machines, telegraph 
typewriters and other office equipment, 
which are sold in most countries of the 
world. The exhibit included not only 
machines, but examples of Olivetti’s 
printed promotional material, display 
advertising, and models and photographs 
of their buildings at Ivrea, Italy, where 
the firm has built an imposing, modern 
factory and office building as well as 
low-cost houses, nursery school and com- 
munity buildings for its workers. 

Olivetti has maintained its high 
standard in the design of branch offices 
and its striking displays have long been 
a high spot at European business equip- 
ment fairs where most exhibitors try to 
outdo each other with unusually arrest- 
ing booths. Over 50,000 persons visited 
the museum’s exhibit during its five 
weeks in New York and many more will 
see it throughout the country. 
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Get your Lot Your 
loadof Pysiness Bonofit... 


FROM THE LATEST 
AND BEST IDEAS ON 





EconoMIES 
PERSONNEL 


ATTEND THE 


ELEVENTH ANNUAL OMAC 
SEMINAR and BUSINESS SHOW 


Monday, March 2, through Thursday, March 5, 
at the Conrad Hilton Hotel, Chicago 
Sponsored by Office Management Association of Chicago and Northwestern University 


Authoritative Speakers On These Subjects ... 
"Business is People" .. . The Office Manager's Responsibilities in 
Expense Control” . . . "Management Seeks Cost Control”... "How 
Much Time Do We Waste?" .. . “Handling the New Employee and 
the Causes for Discontent" . . . "Incentives — Do They Work?" 
. .» "How Important is the Supervisor?" .. . "PEP Spelled Backwards 
is Still PEP!" ... 


Banquet Speaker: Mr. Clarence Manion 


Clarence Manion is one of the country's most forceful speakers. 
Formerly Dean of the University of Notre Dame College of Law and 
Professor of Constitutional Law, he has been a practicing attorney for 
25 years. 


The OFFICE MANAGEMENT ASSOCIATION of CHICAGO 
105 West Madison St, Chicago, Illinois 
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ew Products 


SPIRIT DUPLICATOR 
A. B. Dick, Co., Dept. O0-253-S, 5700 
Touhy Ave., Chicago 31, Ill., introduces 
the first of its complete line of spirit 
duplicators. The Model 220 A. B. Dick 


spirit duplicator, an automatic feed, 


hand-operated model, is designed to meet 
today’s needs for low cost reproduction 
by untrained personnel with a minimum 
of instruction. The gravity air lock prin- 
ciple, utilized in the moistening system, 
combined with a paper retention system 
which gives positive paper feeding, re- 
sults in low fluid consumption and reduce- 
tion of paper wastage to provide low 
operating costs. 
the duplicator for identification of con- 
trols and condenser operating instructions 
make it possible for untrained personne] 
to produce high quality copies easily and 
quickly with a minimum of instruction. 
This A. B. Dick duplicator is ideally 
suited to the needs of industry for fac- 
tory paperwork, bulletins, and 
other short run requirements and in 
school systems for production of lesson 
sheets, tests and notices, in restaurants 
and hotels for menus and in many smaller 
associations and other non-commercial 
organizations. 


Metaliie decals, used on 


notices 
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TYPEWRITER 


Remington Rand Ine., 315 Fourth Ave., 
New York 10, N. Y., announces the Rem- 
ington Rand Office-riter which, while 
compact in size, has all features of 
the office size typewriter at considerable 
saving in cost. Designed for the small 
business and professional office, the 
Office-riter has a full 11” carriage with 1 
10 3/10” writing line. A full size standard 
42 key, 84 character, keyboard gives the 
Office-riter the capacity to handle gen- 
eral business typing requirements. Newly 
developed Tenite keytops are exact du- 
plicates of those on Remington Rand’s 
electric typewriters. Other features of 
the Office-riter include a combination of 
typebar and high 


accelerating action 


speed escapement which gives a fast re- 
sponsive action. Miracle Tab permits the 
typist to set and clear tabulator stops 
from the keyboard with a flick of the 
finger. A patented, simplified ribbon 
changer reduces ribbon changing to one 
fast easy operation. The visible margin 
lets one see where to set both right and 
left margins without moving the car- 
riages. For further information write for 
booklet WT611. 
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ALUMINUM FURNITURE 


Blair Aluminum Furniture Co., Mari- 
etta, Ga., offers their latest catalog in 
pocket size and illustrating their line of 
aluminum office chairs in colors. Models 
include regular and deluxe executive pos- 
ture chairs, arm and side chairs, secre- 


tarial posture chair, posture stool, tablet 
arm chair and reception room furniture 
in regular and sectional styles including 
tables. Full specifications and construc- 
tion details are given on all pieces and 
this catalog, which can be had free from 
above address, is handy to use. 


AIR CONDITIONERS 


Fedders-Quigan Corp., Dept. O-1, Buf- 
falo 7, N. Y., offers a free 20-page book- 
let which tells the benefits of air condi- 
tioning, and illustrates and describes 
Fedders Room Air Conditioners for of- 
fices. Window and console models are 
made in %, 1 and 1% ton capacities for 
effectively cooling areas of from 230 to 
900 sq. ft. All units come in attractively 
designed cabinets and are installed with- 
out pipes, ducts or building alterations. 
In addition to controlled cooling, these 
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conditioners filter the air to keep offices 
cleaner and free of substances like pollen, 
and will exhaust smoky air or otherwise 
ventilate the office at any time. Write 
above address for free booklet. 


MOVABLE PARTITIONS 


Virginia Metal Products Corp., 1112 
First National Bank Bldg., Pittsburgh 
22, Pa., offers a free illustrated 8-page 
brochure which describes, with photo- 
graphs and detailed drawings, flush and 
semi-flush partitions, panel partitions, 


Mobilwalls, Mobilrails, Mobilscreens, and 
wainscot for complete steel interiors, In- 
cluded is descriptive data on steel-tile 
acoustic ceiling. Detailed drawings illus- 
trate basic types of each. of these Mobil- 
wall steel partitions and give complete 
information on how movable steel par- 
titions can be used to increase efficiency 
and enhance the appearance of offices, 


SAMPLE FORMS 


Alfred Allen Watts Co., 216 William 
St., New York 38, N. Y., offers a free 
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Business Forms Sample Folder with filing 
tab and pocket in which samples perti- 
nent to any problem or form project may 
be placed. The inside cover has illus- 
trations covering a variety of form con- 
struction features adaptable to the vary- 
ing needs of punch card tabulators, Tele- 
type and bookkeeping machine equipment 
or handwriting. There are instructions 
for good forms design and economy, 
with 17 Dont’s (time wasters) and 15 
Do’s (time savers). These are supple- 
mented by instructions for good form de- 
sign, pointers on simplifying methods, 
adapting size to the work content, eco- 
nomical binding and filing, general lay- 
out instructions and varied approaches 
to handling deletions and later entries. 


OFFSET PLATEMAKER 


Precision Laboratories, Inc., 244 West 
65th St., New York 23, N. Y., offers the 
Photoliter offset platemaker for use with 





3M presensitized plates. Manufactured 
with exacting precision and workman- 
ship, it allows exposing a plate in four 
minutes, and having plate ready to print 
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in five minutes. The Photoliter has a 
durably constructed lightweight, portable 
wood and metal cabinet with high in- 
tensity lamps and automatic timer. 
Operates on either AC or DC. The uni- 
form, pressure-type frame gives fine half- 
tones. Illustrated literature from above 
address. 


MICROFILM READER 


Diebold, Ine., 2047 Mulberry Rd., 8.E., 
Canton 2, Ohio, makes a portable Flofilm 
Reader, designed as a companion unit to 
the portable Flofilm Camera. The reader 


weighs only 19 lbs., is 22” high and 
occupies a table or desk area of 141,” by 
13%)”. The readable screen size is 1114 
sq. in. It is a manually-operated unit for 
16 mm. film and has a fixed magnification 
ratio of 24 to 1. Light source is a 
standard 100-watt bulb and the image can 
be turned 360 degrees to assure legibility 
in any position. Diebold lists the price 
of the new reader at approximately $250. 
Thus, an entire microfilming system, both 
camera and reader, is now available for 
about $1,000. 
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NYLON RIBBON 
Peerless Imperial Co., 28 Peerless Place, 
Newark 5, N. J., announces a modern 
package for its Empress Nylon Ribbon 
line. In accord with its package 
modernization program, Empress Nyon 


was given priority in 1953 because of 
its growing popularity, as revealed in re- 
ports from Peerless Imperial dealers 
throughout the country. The metal con- 
tainer is attractively lithographed in two 
colors and packed in boxes of 6 or 12. 


STEEL SHELVING 
Penn Metal Corp. of Penna., 50 Oregon 
Ave., Philadelphia 48, Pa., offers their 


STEEL 
SHELVING 


20-page Penco Steel Shelving Catalog No. 
8-300 which presents a wide line of ad- 
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justable steel shelving. An unlimited num- 
ber of combinations of types, sizes and 
accessory parts can be selected from the 
satalog, because of the design flexibility 
of Penco shelving and interchangeability 
of parts. Thus it is possible to plan a 
‘feustom-type’’ shelving installation to 
fit almost any specialized storage need 
at economical standard equipment 
Complete specifications, ordering 


cost. 
infor- 
mation and typical installations are in- 
cluded, as well as suggestions on how 
users can save time, labor, materials and 
storage space. Other products illustrated 
in the catalog are Penco Small Parts 
Units, Tool Storage Units, Small Parts 
Drawer Units, 
Counters. 


and Shelving Service 


UNIT ACCOUNTING 
Ditto, Ine., 612 8S. Oakley Blvd., Chi 
eago 12, Ill., offers a free 32-page booklet, 
**Guide to Unit Accounting,’’ which 
illustrates the exclusive features of 


Ditto Unit Accounts Receivable pro- 


cedures, including the ability to duplicate 
on ledger stock, the use of die-cut tabs 
for automatic aging, and the re-use of the 
Ditto master for past due invoices. Un- 
der this system, unit ledger copies can 
be produced as a by-product of Ditto 
Order-Billing Systems at practically no 
additional cost or effort. 
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ADDRESSING MACHINE 


Weber Addressing Machine Co., 251 W. 
Central Road, Mount Prospect, Lll., makes 
the Mode] A-3 Addressing Machine which 
has fewer manual operations and an in- 
creased addressing speed of 2,000 pieces 
per hour. The machine features the auto- 
matic name advance that mechanically 


moves each name and address into perfect 
printing position. The advancer, with 
the recently developed automatic ejec- 
tor which throws each addressed piece 
into a receiving tray, makes the Weber 
Addresser a semi-automatic operation. 
Like previous models, the Model A-3 
operates on the spirit principle of repro- 
duction. It requires no stencil, plates, 
ribbon or ink. Addresses are transferred 
to the mailing piece from a typewritten 
paper tape. This original list can be 
used up to 100 times, or one mailing a 
month for eight years. Full visibility is 
an important advantage of the Model 
A-3. A transparent pressure bar gives 
the operator a clear view of the name 
and address being printed. Another ad- 
vantage is the ability of the machine to 
address any piece from a tissue-thin air 
mail envelope to a 1” thick catalog. The 
machine can also be adapted to address 


direct from file cards or other office forms. 
The Model A-3 is inexpensive and ideal 
for merchants, offices, schools, churches, 
clubs or organizations mailing repeatedly 
to 50 or more names. Machine comes 
with supplies for 500 name mailing list. 
Additional supplies at low cost. Immedi- 
ate delivery. 


OFFSET PLATE CLEANER 


American Stencil Mfg. Co., 2714 Wal- 
nut St., Denver 5, Colo., offers a fluid 
for offset plates which will neutralize 
all fingerprints, ink smudges and smears 
so they do not reproduce. For exclusive 
use with their Sure-Rite Direct Image 
Plates, Sure-Rite Smudg-A-Way not only 
eliminates waste of paper offset plates, 
but also sharpens the reproduction be- 


cause it literally washes away hairlines 
and the weak fuzz around the outside and 
center of the letters, leaving only a sharp, 


clear reproduction letter. Application of 
Sure-Rite Smudg-A-Way is simple. A 
small wad of cotton is saturated with the 
fluid and is rubbed firmly over the en- 
tire plate including the image. It is not 
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A Message To Users of One-Time Carbon Forms: 


dur Best Salesman Is Your Wastehasket! 


If you're using one-time carbon paper with continuous 
forms—take a look at the wastebasket next time you go past 
your formswriter's desk. 


The carbon paper that you see in it has been used just once 
—a terrific expense! For example: one of our customers was 
using a 7-part, 8’2 % 11 one-time carbon form . . . 145,000 
of them every year. 


His average cost for the one-time carbon paper in just 1,000 
of those forms was... +--+: 77°" " 


When he switched to Repeat-O-Pak floating carbon paper 


(the kind you automatically use over and over again) his 
cost of carbon papet CER TEE Ee Aen 


His carbon paper savings on 1,000 forms... 


Multiply that by 145,000 forms used each year and you'll 
see that he is now saving about $2,311 every year! 


See for yourself what Repeat-O-Pak floating reusable carbon paper 
can do for you. Send a sample of your form, the approximate yearly 
quantity, and the name of your forms-writing equipment. The facts 
may save you plenty! No obligation in any way- 


Reteat rp 


STANDARD MANIFOLD COMPANY Dept. A3-53 


Carbon Papers ° Inked Ribbons ° 333 W. Lake St. « Chicago, iil. © Offices in 
Principal Cities ° in Canada: Budge Carbon Mfg. Co., ttd., Montreal 3, Quebec. 


* floating carbon paper for continuous forms used on all kinds of forms-writing machines 
.. EBM. and Underu ood Formswriters..- Moore Carbon-Saver and Uarco Adapters. 





necessary to completely remove the faint 
image of the spots left on the plate be- 
cause these spots become desensitized, 
are no longer ink receptive and will not 
reproduce. Excess fluid is removed with 
a clean piece of cotton dipped in foun- 
tain solution. The use of Smudg-A-Way 
saves time of retyping a plate if it has 
smudges, ink fingerprints and 
marks other than the intended image. 
Comparative image retention tests show 
that the length of run of the Sure-Rite 
Direct Image Plates is not impaired when 
Smudg-A-Way is used. 


spots, 


VISUALIZER-CAMERA 
Merritt Lacey Corp., 31 Central Ave., 
Newark 2, N. J., makes the Lacey-Luci 
Art Aid & Camera which is a combina- 
tion visualizer, photocopier and offset 
platemaker. As a visualizer it projects 


enlarged or reduced images of opaque, 


transparent or three-dimensional sub- 
jects upon a drawing surface for tracing. 
Hand shadow is completely eliminated. 
Art departments use a visualizer for lay- 
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out, jiettering, perspectives, comprehen- 
sives, mechanicals, scaling, correcting, 
stunt and trick distortions, ete. As a 
photocopier this machine will make photo- 
copies, velox prints, separations, silk 
screen positives, line negatives, halftones 
and burn in paper plastic and aluminum 
offset plates. With it the user can strip 
in negatives, do opaquing, cut stencils to 
size, and use it as a light table or scope. 
The one machine does all artwork and 
platemaking operations. It occupies 26” 
x 42” of floorspace, gives 400% enlarge- 
ment or reduction, has dials calibrated 
in percentages and decimals and is of all 
metal construction. Lllustrated literature 
describing this machine’s many functions 
san be had free from above address. 


OFFICE SUPPLY CATALOG 
Consolidated Office Supply Co., 711-A 
S. Dearborn St., Chicago 5, IIL, offers 
their free 1953 catalog with 80 pages at- 


sae gr POR 
ORB pat 20.09 


“Panties ov, 


tractively printed in two colors. Of the 
innumerable items listed from paper clips 
to executive desks, over 400 are illus- 
trated. The back page explains their 
free delivery plan whereby Consolidated 
pay mailing or shipping charges on mini- 
mum size orders to various states. The 
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~po_YOU WU personally 


influence the purchase of paper? 


Then you'll want to know this! 
Do you specify your paper by brand- 
name... or merely settle for “100% Rag” 
because it implies prestige and permanence? 
But what about “look” and “feel”—they’re in- 
dispensable. And does the paper lie flat? .. . is it 
easy to erase? These workaday qualities save you 
money over the year. ... Check for all qualities and 
you too will specify Rising as thousands of BQAARAAAT 
others do. Enough so... that Rising produc- & : 
tion has increased 33'4% since 1948 .. . that’s the! 
equivalent of almost a billion letterheads! 


WRITE FOR YOUR COPY of “Fine 


Paper At Its Best and How It 
Gets That Way”... ie 


~ For name of nearest 
Rising merchant, 
write or ‘phone 
RISING PAPER CO. 
Housatonic, Mass. 


Take a good look ‘at the specific qualities of. . . 


TEST AND COMPARE Rising (OOH RAC 


at our expense! Greater opacity than any other in its class 
THIS COUPON ENTITLES YOU TO . . « slight cockle finish, brilliant White . . . 


25 STANDARD SIZE SHEETS OF RISING PAPER oF prestige or lasting permonence. 
(for press run fests) Risin 9 


Present this coupon to your age or paper merchant SF ae Sa ee 
or mail directly to Rising Paper C Used by major insurance and financial insti- 


Mass., with your letterhead. Offer limited | fo one set tutions for permanent records . . . uniform 
of samples to a customer—also you are requested to = bi -eness and finish, plus absolute flatness for 
return a report on your test run. 4 a 

perfect machine feeding. 


- AND REMEMBER .. . “Fine Paper At Its Best’ costs no more . . . so why not have the best! 











catalog will be mailed free to any office 
on request. 


CARBONIZED PAY ENVELOPES 


J. L. May Co., 111 West 19th St., New 
York 11, N. Y., has installed automatic 
machines for manufacturing Social Se- 
curity Pay Envelopes with a duplicate, 


WHITE CAMBONIZED BL." FOR OF 
ve OF EmPLoveRs @ 


Tote waees 
fed. Oe Age tos 
Dome ee 
i Wmee Ten 


foermy ine 


litres 


carbonized printed receipt. Also avail- 
able are special sizes and grades of pay 
envelopes with customer’s own printed 
copy. Free samples and information from 
above address. 


STAMP PADS, INKS 
B. G. Volger Mfg. Co., 278 Main St., 
*assaic, N. J., offers their free catalog of 
Volger Excelsior Stamp Pads and Mark- 


* 
ae 


ing Inks. Volger has made felt stamp 
pads since 1884 and their line includes 
all sizes of pads and all ink colors. In 
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addition, the catalog shows pads for 
special purposes and inks with different 
qualities like penetratives, indelible and 
washable. This firm can also provide inks 
for special applications and match any 
ink colors. Write above address for 
catalog or information. 


ADDRESS-PLATE EMBOSSER 


Dashew Business Machines, Inc., 847-D 
North La Cienega Blvd., Los Angeles 46, 
Calif., announces the V100 Databosser 
which automatically embosses repetitive 
copy in 90 to 120 metal addressing plates 
per minute. It automatically feeds metal 
plates, embosses up to 60 characters at 
one time and will serially number and 


code-notch the plates. Machine takes 
1500 plates at one loading, has automatic 
counter and files embossed plates in re- 
ceiving hopper. In making regular ad- 
dress plates, publishers often have one 
line or word such as an expiration date, 
city, state or a word like ‘‘occupant’’, 
repeated on a number of plates. Wherever 
this repetition occurs, the information 
can be set up in the V100 Databosser and 
automatically gang-embossed at the rate 
of 90 to 120 plates per minute. The ma- 
chine will also code-notch the plates for 
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MULTIPLICATION 
TRIPLE CIPHER KEYS 


EYE EASE GREEN FINISH 
FINGER EASE KEYTOPS 
MODERN DESIGN 
COMPACT 


CAPACITY CHOICE: 
8 TOTAL 9 
10 TOTAL 11 


ALL ELECTRIC 


WORLD WIDE SALES 
AND SERVICE 


PRECISA CALCULATING MACHINE 
375 WEST FOURTH SOUTH, SALT LAKE CITY, UTAH — 
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PRECISA 
EXCLUSIVE RECALL 
KEY IS THE GREATEST 
ADDING MACHINE AD- 
VANCEMENT IN THIR- 
TY YEARS, 


PRECISA 

ENGINEERS WORK 
WITH ONLY ONE GOAL 
IN MIND; TO BUILD 
THE WORLD'S BEST 
ADDING MACHINE, 


THE PRECISA 1s 
WITHOUT EQUAL. 
CALL TODAY FOR A 
DEMONSTRATION TO 
SEE FOR YOURSELF 
WHAT PRECISA EN- 
GINEERS HAVE DE.- 
VELOPED FOR YOU! 


QUALITY - INTEGRITY 


CO., INC. 
P. 0. BOX 1557 
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addressing machine selection. In em- 
bossing new codes, rates or telephone 
numbers on old plates, the machine will 
blank out previous information and em- 
boss the new information as set on the 
machine. The V100 serves the metal 
writing industry as the reproducing 
punch serves the tabulating machine in- 
dustry. Metal tags, identification plates, 
etc., can be embossed rapidly on this 
machine. It is ideal for use in general 
property identification for plant assets 
and all types of capital assets. Many 
companies also use identification plates 
for a product they make. Gas heaters, 
water heaters, automobiles, typewriters, 
farm equipment, aircraft, aircraft spare 
parts, etc., all require this identification. 
The V100 automatically embosses fixed 
information or variable information such 
as serial numbers. Available with this 
machine are formula 916 Dashaplates. 


PORTABLE TYPEWRITER 


Remington Rand Ine., 315 Fourth Ave., 
New York 10, N. Y., announced the 
Remington Quiet-riter Portable Type- 
writer described as a complete typewriter 
in portable size. The Quiet-riter, which 


retains all the basic values of its prede- 
cessor, has completely new styling, key- 
board and many other improved operat- 
ing features. Direct set visible margins 
let the typist see where to set both right 
and left margins with fingertip ease with- 
out moving the carriage. Miracle Tab, a 
feature of Remington portables for over 
four years, sets and clears tabulator stops 
from the keyboard with a flick of the 
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finger. The Quiet-riter has a large size 
paper cylinder with a sure-grip paper 
feeding device. Its standard keyboard has 
42 keys and 84 characters all in standard 
position as they are on office typewriters. 
Contour formed, non-glare keytops 
cushion the fingertips to give a new sure- 
ness of touch. A semi-automatic ribbon 
changer allows fast, easy ribbon changing, 
and there is single, double and triple line- 
space selection. A sturdy deluxe carry- 
ing case and Touch Method Typing In- 
struction Book are included with every 
Remington Quiet-riter. For further in- 
formation write for booklet WT622. 


COPYHOLDER 


Select-A-Line Co., Dept. BT, 6523 
Suclid Ave., Cleveland 3, Ohio, an- 
nounced the Model No. 8 Select-A-Line 
Copyholder which is instantly variable to 
accommodate any spacing ranging from 





fine newspaper print through six stand- 
ard typewriter lines. The holder is loaded 
in the same manner as a typewriter and 
rolls the copy through at preset spacings 
by a touch on the activating bar, or the 
roll can be turned desired amount man- 
ually by a knob on either end. Each line 
of written material is visible down to the 
last %4” of the paper for accurate copy- 
ing. The Select-A-Line Copyholder has 
a paper back-up plate, adjustable to raise 
or lower angle of copy. Reversible roller 
knobs permit turning copy in either di- 
rection. Adjustable paper bail prevents 
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At Last! 


For Conferences—Lectures 
Sales Meetings— 
Staff Meetings— 


A TABLET ARM CHAIR 
THAT FOLDS! 


The Greatest Advance 
in the History of Folding Chairs 


Undoubtedly, you’ve wished for a chair like this many 

times. Now it’s here—perfected—ready to go to work 

for you. Here is permanent convenience and comfort adapted for 
emergency use—the greatest advance in the history of folding chairs. 

The tablet arm is a built-in feature of the chair, not an attachment. 
It is strong, easy to operate, a marvel of engineering ingenuity 
(patent pending). For ordinary chair use when the arm is not needed, 
it folds down, out of the way, beside the chair, and flat against the 
chair for quick, safe stacking. The flat, folded depth of the chair is only 
3 inches. The chair can be folded or unfolded in a matter of seconds. 
It is exceptionally easy to get into and out of. 

Built throughout with all the famous Clarin insistence on utmost 
quality, the Clarin Tablet Arm Folding Chair will give years of faithful 
service. It is a supremely strong X-type chair, self-leveling, welded to 
insure exceptional strength and quietness. Its cushioned rubber feet, 

a Clarin exclusive, can’t mar the finest floor. It comes with Clarin’s 
famous reinforced seat of 5-ply plywood, or it can be had with 

fine quality leatherette on seat and back, or on seat alone. Available 
in wide range of frame and upholstery colors. 


Clarin Mfg. Co., Dept. 250, 4640 W. Harrison St., Chicago 44, Ill. 
There is a Clarin Folding Chair for every purpose and need. 


Write today on your institution’s letterhead for beautiful, 
new, FREE Catalog of the complete line. 





SINCE 1925...TME ARISTOCRAT OF FOLDING CHAIRS 











VIEW 


Atter 25 years, it is a source of 
: satisfaction to review our growth 
= KEEN RITE ’ from a modest beginning to an 


organization of National scope— 


but — each new year presents a 
challenge for greater and greater 
achievements—and so 





— it will ever be our policy to 
improve the quality of our prod- 
uct so that we may serve our 
customers better in every way. 








MANUFACTURING CORP. 


FACTORY: CORAOPOLIS, PA 


401 Wood Street, Pittsburgh 22, Po 
40 E. 40th Street, New York 16, N.Y 
564 W. Monroe Street, Chicago 6, Ili. 


re. -. lity ‘ee Ufica 
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copy from falling forward. Precision 
built, unit retains exact linespace setting 
until changed by operator and paper 
never gets out of alignment. Sturdy 
aluminum and steel construction in at- 
tractive gray crackle finish. Rubber non- 
skid feet prevent marring furniture. Unit 
is lightweight and will fit readily in desk 
drawer when not in use. Available in 
models to accommodate paper 9”, 12”, 15” 
or 18” wide and larger widths can be 
furnished. A _ vibration-free stand is 
available which presents copy above and 
behind typewriter roll. Easily attached, 
stand is adjustable as to both height and 
angle and will fit into desk with type- 
writer. An activating bar is conveniently 
located at side of typewriter. Foot pedal 
control is also available. One stand ac- 
commodates all Select-A-Line widths. 


INDEX GUIDES 


G. J. Aigner Co., 426 S. Clinton St., 
Chicago 7, Ill., offers a service which in- 
cludes manufacture of ali or any related 

















part of the guide or index wanted plus 
the advantages of Aigner’s design facili- 
ties to assure quality items at an eco- 


nomical cost. Any type or kind of guide 
or index, stock or special, of any suitable 
material printed or plain, customer’s own 
stock or other, die-cut, reinforced, slotted 
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or drilled or any other required operation 
is available. Tabbing or tabs of cellu- 
lose acetate, real or simulated leather, 
metal or cloth of any size or shape, at- 
tached or loose, are also items supplied 
by this service. With over 43 years’ ex- 
perience in designing and manufacturing 
index specialties, users of index acces- 
sories may find this new service more 
satisfactory and economical than doing 
their own manufacturing. For free, 
prompt quotations send specifications to 
above address. 


SECRETARIAL POSTURE CHAIR 


Maso Steel Products, 81 W. Van 
Buren St., Chicago 5, Ill., makes a Secre- 
tarial Posture Chair to match Maso’s 
Steel Chair Suite. It has extra strong, 


fully ribbed, die-cast aluminum base and 
graceful, adjustable back rest. Four easy- 
to-use adjustments fit the chair to the 
individual’s posture requirements. Saddle- 
shaped seat and backrest are fully padded 
and contoured with Goodyear’s Airfoam 
Latex Rubber cemented to the steel base. 
Three upholsteries are optional: Clare- 
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mont, Masoniel and Naugahyde, in a 
choice of five popular colors. Other fea- 
tures include, Seng chair controls, chrome 
plated scuff plates; 2” soft rubber cas- 
ters, double ball bearing, oil impregnated. 
Beauty, long life, lasting utility and pos- 
ture efficiency are built-in by the use of 
only top quality materials and workman- 
ship. Sample chairs are shipped promptly. 


CHANGEABLE RUBBER TYPE 


U. S. Rubber Stamp Co., 227 Fulton St., 
New York 7, N. Y., announces that inter- 
changeable Rubber Base-Lock Type is 
available both in standard as well as 
made-to-order sizes and type faces. When 
frequent changes make permanent stamp- 
ing and marking devices impractical, 
Rubber Base-Lock Type saves time and 
money in marking and stamping opera- 
tions by using one stamping device and 
eliminates errors by reducing multiple 
operations to just one. Different type faces 
and numbers of various sizes align per- 
fectly in rubber channels on a wide as- 


sortment of marking machines and stamp- 
ing devices. No sliding of type or irregu- 
lar and uneven spacing. Press slightly 
with one finger and the type locks auto- 
matically into the grooved rubber sur- 














face. Takes only seconds to change copy. 
Rubber Bas-Lock Type can be used for 
printing on cardboard, textiles, paper, 
plastics, or any other material with spe- 
cial inks available in all colors. Type is 























THE CHART-PAK METHOD 


for 


ORGANIZATION and FLOW CHARTS 
CURVE LINE CHARTS and OFFICE LAYOUTS 





booth at the 
Chicago Business Show 
Let us show you how 


Visit our 


The CHART-PAK 
Method is the easy way 
to make attractive in- 
formative charts. No hand 
drawing is necessary. 





simple the CHART-PAK 





Method is. Or write for 


Additions and revisions 














are easily and quickly 





full information 


made. 


























CHART-PAK , INC. 


104-V Lincoln Ave., 
Stamford, Conn. 





Pm I afgate 
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So Easy : 


EXPOSE 

Insert original 

and Auto-Stat 
No. 1 paper in con- 
tinuous copier. 


sheet and trans- 
fer sheet into Auto- 


COPIES 
PEEL APART 
Copies emerge ad- 
hered together, 
just simply peel 
copies apart. 


No Separate Printer 
No Developing 

No Washing 

No Trays 

No Separate Timer 
No Fixing 

No Drying 

No Dark Room 


SO LOW COST 


A complete Apeco Auto-Stat 
one-unit photocopying in- 
stallation is priced well 
within the budget of even 
the smallest firms. It is re- 
markably low in cost of 
operation , too! 
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All-in-one compact unit makes photo-exact copies direct from original let- 
ters, forms, bids, contracts, invoices, catalog sheets, reports, biveprints. 


Now a single all-electric compact photocopy set-up . . . makes a dry photo- 
copy from any original in less than 45 seconds md td any other additional 
equipment. This new unit prints, processes and dries all automatically... 
copies are ready for instant use. The Apeco Auto-Stat saves up to 80% on 
copying jobs. Eliminates costly re-typing, hand copying, checking or sending 
outside for expensive copying service. It’s fast—only 2 steps will make 
legally accepted prints from any original up to 11 x 17 inches — whether 
printed on one or two sides. 


American Photocopy Equipment Co. Dept, 0-23 ! 
2859 North Clark Street, Chicago 14, HII. 

Please rush me—without obligation—FREE copy of 
your new book on Auto-Stot—with full details on this 
new photocopy method 

Name 

Firm 


Address 
City 


109 


Zone_ Stote 





New Remington typewriters give you 


your Greatest Sales Opportunity! 


You’re on the way to bigger sales and profits with the new Reming- 
ton line of typewriters! New features, new styling, new perform- 
ance put the new Quiet-riter years ahead of any other portable. 
And the sensational new Office-riter . . . the complete, low cost office 
typewriter in compact size... opens a rich new market for more 
sales and more profits! Start your sales campaign today! 


Exclusive Miracle Tab 


Featured on both the Quiet-riter and the 
Office-riter . . . sets and clears tabulator 
stops right from the keyboard with a 
flick of the finger ...for neat, accurate 
columns of names, dates and figures. 
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New Remington Office-riter has a full 11- 
inch paper capacity, 10 3/10-inch writing line 


A low cost complete typewriter with paper capacity and length of writ- 
ing line never before available in a compact machine. Paper feed accom- 
modates paper, carbon packs and forms up to 11 ins. wide. Office-riter 
can handle all general typing requirements . . . letters, legal forms, 
statistical reports. It’s just right for the professional or small business 
office ... and just right to give you a new potential for sales and profits! 


New Remington Quiet-riter has more 
selling features than ever before 


Has every one of the selling features of the original Quiet-riter: Miracle 
Tab, Extra Large Paper Cylinder, Exclusive Super-strength Frame, 
Patented Simplified Ribbon Changer, High Speed Escapement and 
Accelerated Type Bar... plus New Styling... New Visible Margins... 
New Built-in Paper Edge Guide . . . New 1-2-3 Line Spacer .. . New 
Longer Line Space and Carriage Return Lever... New Smooth, Fast 
Typing Ease... New Paper Bail... New Improved Paper Feed. Also 
available — New Remington Portable Without Tab. 


A complete promotional kit on both machines has been mailed to you—use it to assure greater sales 
we, ae ,, Fz 7 DEALER SALES DIVISION 
f 315 Fourth Avenue, New York 10, N.Y. 


ae 
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available in all standard type faces and 
sizes as well as special logotypes, figures 
or trademark stamps. A complete cata- 
logue showing all type faces and the 
various marking devices on which this 
type can be used such as self-inkers, rol- 
ler markers, commercial printing presses 
as well as ordinary rubber hand stamps, 
is available from above address. 


SENSITIZED-PAPER DISPENSER 


American Photocopy Equipment Co., 
Dept. O-23, 2859 N. Clark St., Chicago 
14, Ill., announces the Apeco Ejecto pa- 
per safe which guards sensitized paper 
from exposure to light. Made for use 
with the Apeco Auto-Stat, the Apeco 
Ejecto paper safe holds up to 100 sheets 
of 8” x 10” sensitized photocopy paper 


and feeds out one sheet at a time. A 
flip of the lever projects one sheet of 
paper through the slot ready for in- 
stant use, while the rest of the paper 
inside is completely protected from light 
exposure. The open shelf on the bottom 
holds up to 100 sheets of non-sensitized 
paper completing a compact dispenser 
for all necessary paper required to make 
Apeco Auto-Stat copies. Modernly styled 
in all metal for trouble-free service, the 
Apeco Ejecto has a handsome crackle 
finish. 


OFFSET PLATE 


Polychrome Corp., 2 Ashburton Ave., 
Yonkers 2, N. Y., makes the Economy 
Pre-Sensitized plate as a companion item 
to their Dualkote two-sided aluminum 
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A NEW, COMPLETE LINE 


of Fine Impre 


ssion Paper 


QUALITY Papers to fit 


every business need 


In Wausau’s new IMPRESSION PAPER line there’s 
a “right kind” of paper for your special needs... 
whether you use stencil, lithograph or spirit process. 


Artisans of 
Fine Papers 


Wausau Bond, Wausau Mimeo and Wausau Dupli- 
cator are watermarked -— each especially prepared 
for clean, sharp, easy-to-read impressions. Exact 
Bond, Exact Mimeo and Exact Duplicator are 
full-bodied economy papers, unwatermarked, made 
rigid for high speed operation. 

The complete line is available nationally through 
authorized distributors and stationers. 


US UR 2 


Executive Sales Offices 
111 W. Washington Street, Chicago 2, Illinois 
Mills at BROKAW, WISCONSIN 
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COPYFLEX Saves Largest Toy Distributor 
Thousands of Dollars 


“ENGINEERED PAPERWORK” GREATLY SPEEDS ORDER-INVOICING 


In processing 1200 orders a day from 
a line of over 5000 different items, this 
leading toy distributor* formerly em- 
ployed twelve clerks two shifts a day, 
in addition to his regular billing staff. 
And he still fell behind — invoices were 
two and even three weeks late! 

Then Bruning engineered his paper- 
work into a Copyfiex Order-Invoice 
System. Now error-proof invoices are 
made in a matter of seconds. Even peak 
loads are handled with no backlog to 
carry over to the next day and he saves 
thousands of dollars a year. 


Speeds All Your Paperwork 


Whatever your business or office sys- 
tem — billing, accounting, general 
copying, production control, daily re- 
ports, etc. — Copy flex stops errors, saves 
time, cuts costs. For money-saving 
story, write for free booklet. Charles 
Bruning Company, Inc., 
Teterboro, New Jersey. 

*Name on request 


Dept. L23, 


COPYFLEX 14 wives you direct, diazotype copies 
from ordinary ¢ per originals at 
only a 2c per sq. ft. cost; also copies opaque 
originals, using Bruning’s exclusive Reflex Fi 

With Copyfiex, you need no skilled operators, 
stencils, messy inks, exhaust ducts or dark room. 





( ILL 


Today's Paperwork Engineered 
with Jet-Age Speed 
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Pre-Sensitized Plate. The Polychrome 
Economy Pre-Sensitized Plate is manu- 
factured from a non-metallic base per- 
mitting greater ease of operation and 
speed. The plate is suitable for both line 
and halftone reproductions. Deletions 
are easily made with a rubber eraser 
without toning-in the erased areas. The 
plate is not subject to scratches; it may 
be handled in ordinary room light and 
is an all chemical lithographic, not a 
film laminated type. By the use of the 
Dual-Lith Mechanical negative and the 
Economy Pre-Sensitized Plate, quality re- 
productions equal to film types of nega- 
tives are obtainable at greater speed and 
lower cost. It eliminates disadvantages 
such as ribbons, fingerprinting, correc- 
tions, storing, length of run, ete. Process- 
ing is simple and fast. Remove plate 
from the package, expose, desensitize and 
develop (one operation), clean with 
water. The plate is ready for the press 
without gumming. A strong black visible 
image is obtained, highly receptive to 
press ink, which eliminates paper spoil- 
age at the start of a run. The plate can 
be filed for reruns. 


BINDING KIT 


Tauber Plastics, Inc., 200-0 Hudson St., 
New York 13, N. Y., makes the Tauber 
Midget Punch Kit which enables anyone 


to plastic-bind reports, albums, blueprints, 
ete., at less than two cents a_ book. 
Finished book can be opened flat and 
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THE NEW AJAX ELECTRIC 
QUICK-SET MACHINE 


Designed for rapid change of num- 
bers. Extremely reliable and positive in 
nature. Almost 2" of space available 
into which figure wheels, letter wheels, 
date wheels and barrel wheels can be 
inserted. Up to 15 wheels can be pro- 
vided. 


Locating guides and special platforms 
for proper registration on all kinds of 
business forms can be furnished. 


Send for complete catalog on all 
types of timing, dating and num- 
bering machines 


AJAX TIME STAMP CO., Inc. 


. MANUFACTURERS 


368 BROADWAY 
NEW YORK 13, N. Y. 





Northwest's 


EFFICIENCY FILING CABINET 


with 
“V" Expanding 
Swing Front 


3400L ‘‘v’’ 
Expanding 
Cradle 
Suspension 


Designed for more 

efficient, more  eco- 

nomical filing because 

you get about 20% 

more usable filing ca- 

pacity per drawer and 

can keep filed material 

tightly compressed -- 

yet anything can be 

quickly removed or re- 

laced without moving 

‘ollower block. The expanding front does not 
operate until you desire it to—after you lo- 
cate the correct folder. Install Northwest 
Expanding Files, and your clerks will tell you 
why they're so superior to fixed front files. 
Made in 2, 3, 4 and 5 drawer models. Write 
for complete illustrated literature. 


Northwest's 
Non-Suspension 
400 Line 


The  sturdiest, most 
efficient, non-suspension 
filing cabinet on the 
market! Each drawer 
has four highest qual- 
ity ball ne rollers 
with 13 ball Cearings 
per roller, Heavy 16- 
gauge drawer runners 
and slides. Attractive 
label holder, pull, 
vide rod on each 
rawer and positive 
clutching follower for 
each drawer. Fully loaded drawers move with 
the pressure of a fingernail! Made in 2, 3 and 
4 drawer letter and legal sizes. 


Write for literature and ices on these and 
other Northwest quality steel files. 


IMMEDIATE DELIVERY! ORDER TODAY! 


NORTHWEST METAL PRODUCTS CO. 


1337 E. Mason St., Dept. O, Green Bay, Wis. 


Non-Suspension 





used as permanent or loose leaf bind- 
ing. Kit contains hand punch and 150 
crack resistant, vinyl plastic binding 
tubes in red, white, blue and crystal; 
sizes 3/16” to 1”. Retails at $11.90 com- 
plete on a four-week, moneyback guaran- 
tee. 


LARGE PAPER CLIPS 
Cummings Co., 1321 Arch St., Philadel- 
phia 7, Pa., makes Zip-Clips in 2” and 3” 
sizes of solid brass, nickel plated. These 
will not rust or wear out and can be used 


and reused to hold large numbers of 
papers as well as to hold papers to other 
objects. Zip-Clips retail at 25¢ for the 
2” size; 35¢ for the 3” size. Illustrated 
literature from above address. 


HEATED FLOOR MAT 
Peterson Rubber Mat Co., 5508 N. Hali- 
fax, Arcadia, Calif., offers the Electro 
Mat, heated floor mat for workers sta- 


tioned in cold or drafty locations. The 
mat may be used under the feet of stand- 
ing or seated workers and draws less than 
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INVOICE SET 


SHIPPING 
PAPERS 














Is this a winning combination for your office, too? 


Ir you could combine two or three 
separate forms-writing jobs into one 
—would you consider it a winning 
combination for your office? As 
designers and producers of business 
forms, we have assisted concerns 
of all types in making such im- 
provements. 


A periodic review of paper work 
often uncovers instances where two 
or three different forms, written by 
several people at different times, 
can be combined into one form 


o 


AUTOGRAPHIC REGISTER COMPANY 
221 7th Street, Hoboken, New Jersey 
Founded 1883 


written once by one person. Often 
savings are substantial enough to 
constitute a major economy. 


To explore the possibilities of secur- 
ing such savings through simplifica- 
tion of paper work in your own 
organization, fill out the coupon 
below. We will then select a folder of 
sample continuous forms from our 
Forms Library that will suggest a 
number of ideas to you. No obliga- 
tion, of course. 


AUTOGRAPHIC REGISTER COMPANY 22 
Hoboken, New Jersey 


We would like to receive a folder of sample continuous 


1 
BUSINESS FORMS | forms for 
| 








_- —_——2» — ee 





Tue Orrice, February, 1953 





GRAPHIC VISUAL CONTROL 





THE BOARDMASTER SYSTEM 
HK Graphic Picture of Your Operations — Spotlighted by Color 
%& Facts at a Glance — Saves Time, Money, Prevents Errors 
% Simple and Flexible. Write on Cards, Snap in Grooves 
Some Typical Applications ae 
PRODUCTION © TRAFFIC © SALES [ 4 9" 
LOADING © AND MANY OTHERS 
FRE 24-Page Illustrated 
Without Obligation 
GRAPHIC SYSTEMS 
55 West 42nd Street © New York 36, N. Y. 





% Made of Metal. Compact, Attractive. Over 40,000 in Use 
INVENTORY © SCHEDULING 
BOOKLET NO. F100 
Write Today for Your Copy 


“K-LINE" Self-Locking Posts 
POLISHED ALUMINUM 
EFFICIENT 
NON-CORROSIVE 
POSTS FOR 
PERMANENTLY AS 
BINDING RECORDS 
IN STORAGE 4 
BINDERS. VARIOUS 


ABLE FO 
5/le" & 
EXPANSION UP TO 
7/2 INCHES 


Prices with full details on request. 


W. R. KLINE CO. 


440—73rd Street Brooklyn 9, N. Y. 
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75 watts. Made of Neoprene rubber; ap- 
proved by Underwriters Laboratories. 
Complete information from above ad 
dress. 


STAMP PAD 
Faymus Div., Bankers & Merchants, 
Inec., 3229 N. Sheffield Ave., Chicago 13, 
Ill., announces a 60-day offer on Faymus 
Foam Rubber Stamp Pads. Two regu- 
larly 50c pads can be had for 65c. If 
dealer’s name is given, he will be credited 





eowetee 
. 


with the sale. Faymus Foam Rubber 
Stamp Pads feature clean, sharp impres- 
sions and long life. They come in boxes 
with rolled edges and rounded corners, 
individually wrapped to prevent drying 
out. Send 65¢c to above address with 
dealer’s name for each two pads. 


CORRESPONDENCE SYSTEM 


Sign-X Mfg. Co., 4509 Moraga Ave., 
Oakland, Calif., makes the Sign-X Sys- 


tem for organizing correspondence. A 
Sign-X book is used to route both corre- 
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NO SEALING PROBLEMS 


WITH THESE BOND ENVELOPES 


Academy 
Acceptance 
Advance 
Advocate 
Agawam 

Artesian 

Atlantic 
Brightwater 
Brightwater Script 
Brown’s Linen 
Brown’s Fine 
Certificate 
Chieftain 
Clydesdale 
Cockletone (Hammermill) 
Cold Springs 
Congress 

Contract 

Coupon 

Defiance 
Delvelope 

Densor 25 Opaque 
Densor 50 Opaque 
DeVinne Smooth 
Diamond 
Edgemont 
Edgeworth 
Empire 

Esleeck Air Mail 


Ezerase 

Fineweave 

Forward 

Greylock 

Guardian 

Hammermill 

Hammermill Cockletone 

Hamilton 

Hamilton Script 

Heritage 

Highway 

Holmesdale 

Laconia 

Lenox 

L’Envoi 

Linen Record 

Lynflax Parchment 

Management 

Merit 

Millbrook 

Millers Falls 

Millers Falls 
Opaque Parchment 

Neenah 

Old Council Tree 

Old Deerfield 

Old English 

Old Hampden 





you buy. 





Now all your bond paper stationery — 
from 100% rag to sulphite — can have 
perfectly matching envelopes that seal 
perfectly every time ... thanks to GRIP- 
QUIK, the special U.S.E. seal flap gum 


that really seals bond envelopes. 

But you'll find GRIP-QUIK only on 
envelopes made by U.S.E. Look for this 
insert in every box of bond envelopes 





UACToyy, 


Old Hampshire 
Old Treaty 


Parsons 

Parsons’ Scotch 
Linen Ledger 

Permanized Parchment 

Permanized Opaque 

Plover Bond 

Plover Letter 

Quality 

Ravelstone 

Research 

Shelburne 

Strato Air Mail 

Success 

Surety 

Surrogate 

Titan 

Trojan 

Valley Forge 

Valley French 

Victoria 

Volume 

Weston Bond 

Weston’s Opaque Script 

Whippet 

White Crest 

Winchester 


UNITED STATES ENVELOPE COMPANY 


SPRINGFIELD 2, MASSACHUSETTS 
14 Divisions from Coast to Coast 
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a TOP HAT 


doesn't make 


a man 
out of a monkey... 


BE SURE YOU GET 
THE ORIGINAL 


ERASERSTIM: WR 


Putting a wood case around 
an eraser doesn't make it an 
EraserStik. It has to have the 
EraserStik name on it. 


We INVENTED — ond 
still produce—the world’s 
finest pencil-shaped eraser. 
Cleans quick and slick because 
it has the famous A. W. Faber 
erasing stock. Erases pencil, 
ink or typewriting without 
digging into the paper. | 
Sharpens with knife or me- | 
chanical sharpener. Typists, 
clerks, bookkeepers and 
accountants are crazy about 
EraserStik. 


If your own Dealer 
doesn't carry EraserStik, 
please write to us direct. 











AW FABER-CASTELL 


PENCIL COMPANY, “INC | NEWARK ‘NJ 


| incoming letters to be filed. 
| checking all enclosures and mailing en- 
| velope 
| while material to be filed remains for 
| routing to file clerk. Literature explain- 








spondence to be signed and mailed, and 
It allows 


before signing outgoing mail 


ing this system which eliminates the use 
of paper clips can be had from above 
address. 


STORAGE FILE SHELVES 


Equipto, Div. of Aurora Equipment 
Co., Aurora, Ill., makes highly accessible 
space-saving steel storage files for old 
records. Besides being extremely com- 
pact, they permit use of ‘‘sky room’’ 
area, to make maximum use of storage 


locations, Waste upper space is utilized 
and more valuable floor area conserved. 
Aisle space needs only be 24” wide, 
Records go directly from current files 
onto shelves in chronological, alphabeti- 
cal or numerical order. Label holders 
permit easy location and access as there 
are no boxes or drawers to pull out. 
Units which are equipped with front 
bases and finished in olive green baked- 
on enamel; 3 ft. wide, 7 or 10 ft. high, 
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EFFICIENT 
CLEAN 
SIMPLE 


QUIET 


—hrf/of 


EXPRESS INKER 


Stencil duplicating becomes the finest office reproduc- 
tion process with the Gestetner Duplicator because its 
automatic vacuum feed distributes the special, no-waste 
ink to oscillating, revolving rollers for ink distribution 
similar to a printing press. No other stencil duplicator 
has this advanced inking system, equalled only by such 
other Gestetner features as the fast, accurate paper feed 
which adjusts for thick or thin stock; the easy-to-adjust 
margin control; the accurate speed control for different 
classes of work; automatic counter that stops machine 
at desired quantity; clean-stacking receiving tray; single, 
self-contained power unit. The Gestetner prints better 
—in any color—on sheets up to 84%” x 14”. Famed 
throughout the world since 1881. Write for illustrated 
literature. 


DUPLICATOR CORPORATION 


50 McLean Ave., Yonkers 5, N. Y. Phone: YOnkers 8-6666 
1724 H St., N. W., Washington, D. C. Phone: Executive 1350 





IMPORTANT AID TO OFFICE EFFICIENCY 


pala 


STENCIL 
© PERFORATOR 


FOR MAKING MIMEOGRAPH STENCILS 


FAST 


Electronic reproduction in six minutes. 


ACCURATE 


Stenafax stencils are exact copies of originals. 


ECONOMICAL 


Over 10,000 copies from 1 stencil. 


Now Available to Commercial Users 


TIMES FACSIMILE 


ele) i 2e) 7 Nile), | 
540 West 58th Street, New York 19, N. Y. 
1523 L Street N.W., Washington 5, D.C. 








with large choice of depths. Shelves 
adjust vertically on 14%” centers to ac- 
commodate various size files. Any unit 
may be removed without moving adja- 
cent units. Assembly is flexible and may 
be added to as need increases and ad- 
justed to fit changing requirements. 
Fully illustrated in 24-page catalog No. 
473 which includes parts bins, drawers 
and storage handling equipment of many 


| types. 


PORTABLE PENCIL SHARPENER 


Automatic Pencil Sharpener Co., 336 


| N. Foothill Road, Beverly Hills, Calif., 


makes the Premier Deluxe Portable Pen- 
cil Sharpener in attractive design with 
rubber base which requires no installation. 


This is done not only to save unnecessary 
steps, but to increase ‘‘efficiency time’’ 
through sharp points their theory be- 
ing that sharp points mean neater work, 
leaving less room for mistakes due to 
illegible or smeared copy. With the 
Premier Deluxe Portable, sharp points are 
always within fingertip reach. 


FIRE DRAWER 


Victor Safe & Equipment Co., N. Tona- 


| wanda, N. Y., offers dealers a brilliant 


2-color envelope enclosure featuring the 
Victor Fire Drawer, a single-drawer insu- 
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Automatic protection 
against stroke errors. 
Direct key action reg- 
isters answers instantly 
— gives you more ac- 
curate figure work per 
hour. Other exclusive 
Comptometer features 
and services save still 
more money. Call in 


’ 
> g@ COMPTOMETER ADDING-CALCULATING 
— Comptome ter gL, MACHINES are made by Felt & Tarrant 
representative. oe os Manufacturing Co., and sold exclu- 
: ; sively by its Comptometer Division, 
1715 North Paulina St., Chicago 22, 
Illinois, Offices in all principal cities, 
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Le febure 
VERTICAL SORTERS 


SAVE TIME. .REDUCE COSTS 


Poe 


” Alphabetical, 
numerical, 
geographical 
or any other 
special indexing 


FASTER SORTING... .in perfect 
order with less handling! 


LeFebure vertical sorters are tailored to fit 
EACH job. Let a LeFebure trained representa- 
tive study your sorting job and offer a sound, 
workable solution to your sorting problem. 
No obligation of course, just outline your prob- 
lem when writing us. 

FOR FURTHER INFORMATION— 
WRITE FOR FOLDER 808 


CORPORATION 
L£ pebure CEDAR RAPIDS, IOWA 


Most complete sorting line available. 


RES A 
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lated unit bearing the SMNA label which 
certifies it will protect paper contents for 
at least one hour in heat reaching 1700° 
FE, The Fire Drawer offers the protection 
of a safe with the convenience of a file 
and can be used by the side of a desk 
to protect papers in work. The stuffers, 
designed to assist dealers in direct mail 
advertising, will be supplied free with 
dealer’s imprint. 


LARGE-BOOK HOLDER 


Bookmaster Co., First National Bank 
Bldg., Miami, Okla., makes a holder for 
large books (upright and open) making 
copying easier and continuing reference 
faster. The Bookmaster, designed for at- 
torneys, abstracters, accountants, and 


public officials, will hold relatively small 
or extremely large books. Its flexible, 
spring-steel fingers hold the pages open. 
The entire device is made of steel and 
is small enough, when folded, to fit in a 
small desk drawer. An attachment is 
available to accommodate _ especially 
large books like county record books 
which use the photographic system and 
other larger books. Complete information 
may be obtained from above address. 
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TYPING FOR REPRODUCTION 


International Business Machines Corp., 
Dept. OF, 590 Madison Ave., New York 
22, N. Y., offers a free booklet, ‘‘Typo- 
graphic Planning for Typewriter Com- 
position,’’ with practical information for 
typing composition to produce, at re- 
duced cost, forms, booklets, bulletins and 
other printed material. Designed to assist 
in transforming printing requirements to 
IBM Electric Executive Typewriter 
specifications and define the terminology 


A WESTON. PAPER A 


A WESTON PAPER 


ER A WESTON PAP 


ESTON PAPER A 


A WESTON PAPE 


TON PAPER 


PER A WE Sg 
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WEST 


FOR YOUr 
y that en 


hardly notice « 
a million, 


Qualit 


A WEST 
ESTON PAPI 
N PAPER A 
TON PAPER 
PAPER 


WESTON 


A WE 
PAP 


A WESTON 
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LESTON 
FSTON 


R LET 
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of printing and typography as it applies 
to typewriter composition. The relation 
between inches and the point and the 
pica are explained and illustrated. Line 
spacing and leading are discussed and 
there is a rachet chart for use with 10, 
11 and 12 pt. type. Instructions are given 
for determining type sizes and reducing 
and enlarging copy. Reduction charts are 
provided for six type faces available on 
the IBM Electric Executive Typewriter, 
there is a glossary of typographic terms 
and a brief history of type families. 


PAPER A WESTON Vere 


A WES TGh-? 
A WEST a 


PAPER 
ee 


ER A WESTON PAPER 


PAPER A WESTON Va 


ON PAPER 


a champion, 


your 


. eston Com- 


Wri e for sample 


PAPER 


PAPER A WESTON 








LOOK! 


Before You Buy 


Chem-Board Storage 
Files are permanent. 
They cost and weigh 
about 50% less than 
steel: cost less than 
some corrugated paper 
files. They are shipped 
assembled ready for 
use, securely stitched 
with steel wire. They 
have no gum or fixtures 
to work loose. See other 
features below. Write 
today for list of users 
and illustrated price list. 


CONVOY, INC., P.O. Station B, 


Box 216-H, Canton 6, Ohio 
| ; 


Supports 

over 540 pounds 

and operates easily! 

FEATURES .. .. stack to ceiling © mate 
together vertically * operate freely without 
sagging or binding © repel vermin ° can’t 
rust © are impervious to moisture * have 
positive drawer stops °* follower-blocks are 
available. 


CONVOY 421-Foard/ 
STORAGE FILES 
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How Office Executives Are Meeting 
The Shortage of Clerical Help 





(Continued from page 18) 


a fixed amount annually and that of man- 
aging an office of a private business. Dues 
in organizations can't be raised arbitrarily 
each year to meet increasing costs. In busi- 
ness, the price of a product can be upped a 
few cents to take care of increasing salaries 
and new equipment. This, of course, an 
organization cannot do. Many Chambers of 
Commerce have increased their dues during 
the past ten years, but they cannot do it 
every year. 

We have installed some new office equip- 
ment to cut time and costs, and we have 
raised salaries. Some organizations have 
headquarters in old buildings. Thete might 
be circumstances in a particular city which 
requires that they stay where they are. 
This makes it difficult, in some cases im- 
possible, for them to buy comforts and 
conveniences for their headquarters com- 
parable to those provided in the offices of 
private businesses because such comforts 
and conveniences don't lend themselves to 
the old building, and if the owner of the 
building won't improve his building to 
make such changes possible, the organiza- 
tion can't do it because it hasn't the money. 


Prompt Customer Payments Help 


CLARE F. HEARN, Vice President and 
Controller, Michigan Sugar Co., Saginaw 


We have taken the following remedial 
measures and by so doing we have been 
able to get along with very little increase 
in clerical staff. First and most important, 
bookkeeping and other related equipment 
at our general office and all plant offices has 
been replaced with modern up-to-date 
equipment of the latest type. The cus- 
tomers’ accounts receivable ledgers were 
abandoned in favor of our invoice ledger 
which worked out well for us because we 
have only about 200 accounts and our terms 
of 2% 10 days are strictly adhered to. 
Growers’ statements previously made up 
manually from the ledgers are now made as 
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to DOLLARS & §$ 
Base on COLLATING 


wn ee 


Evans 


GATHERING RACKS 


SHOWN: Two 6-section DU Racks = 
$14.00; 7 other Models, $11.00 to $25. 


, half the cost. 
. . in half the time and at ee 
Paper handling done in ts an hour. No fatigue; 
GUARANTEED ; Gis “elie =! 3,500 sheets 
to produce quicker an worker sits or stands. s . heets at 
sto urate results Il aluminum, each section holding 500 s ther 
more acc ‘ Racks are a ingly, or two or more togethe 
than any other collating inclined angle. Use racks singly, Die halite 
: the market. therings. Collapse for setting . 
aid on the for large ga 





d 20, Va. 
Evans Specialty Co., Inc., 403 N. Munford St., Richmon 


ONLY ZREX- (OTAR HAS 


COMPLETELY AUTOMATIC 
PRE-MEASURED INKING 


Get the facts on the revolution 
in stencil duplicators . . : 
The introduction of the revolutionary 
-ROTARY D-270 get entirely 
new standards in the mimeograph 
fleld. For the first time stencil 
duplicator provided 
COMPLETE AUTOMATIC INK 
CONTROL tha Can be pre-set to 
broduce tight, medium or dark copy. 
A bell als when ink supply ig 
exhausted, 


COMPLETE ELIMINATION OF 
LEAKING INK and messy ink 
pads, 





See Your Dealer or Write: 








PRINTING PRESS PRECISION in 
registration control, uniformity of 
pal and automatic feed, 
' PRICED To SAVE You AS MUCH 
Electric Multi-Color AS 50%! 


STENCIL avallaie Yo 
DUPLICATOR distributors, 


— 
Sere seme mee ee "tow You 1, 1 
oe have mor lntematon chet ta new Bsa 0270 dpa ond 
Let me ’ 
the nome of my neores! distributor H 
Address 8 
agit 


mer —— § 
: : 7 eet 
FREX- ROTARY distr, Corp. + 19 W. 31, New York » WI 7-4927 lillian 
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Some territories still 
F qualified and aggressive 


eae sa mains ya, 
“Tow. 30 St 
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INCREASE VOLUME IN 1953 | 
DISPLAY - ADVERTISE - SELL 
MASTER ADDRESSER PRODUCTS 

Nationally Advertised EVERY MONTH 


During January and February Master Ad- 
dresser products were advertised to mil- 
lions of readers in these national magazines: 


SATURDAY EVENING POST 
NATION'S BUSINESS 


POPULAR MECHANICS 


DUN'S REVIEW 
CHRISTIAN LIFE 
INSTRUCTOR 
GRADE TEACHER 


MODEL 40 
$44.50 


(Plus Fed. tax & supplies) 


New mats afe now available in one- and 
two-column sizes for use in your local 
newspaper. 

Tie-in your local ads with the Master 
Addresser program and increase your 
annual REPEAT volume! 

Ask us TODAY to send these mats with- 
out charge. 


Auster Mddaesee | 


6500-0 West Lake St. Minneapolis 16, Minnesota 
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copy of the accounts as in a bank. Al- 
most all of the records including cash re- 
ceipts, stocks of finished products, insur- 
ance register, etc., at one time kept on a 
manual basis, are now machine made. Our 
monthly accounts which until recently have 
made a bottleneck in typing are now done 
for the most part on a bookkeeping ma- 
chine. Drafts of bulky depreciation 
schedules previously typed for filing with 
tax returns are copied for filing on an 
Ozalid machine in our engineering depart- 
ment. We are ever on the alert about con- 
tinuing records which over the years lose 
some or all of their usefulness. 


Hotel’s Office Day 


(Continued from page 61) 


may know him or think she knows him. 
Supplied with the number, she removes 
from the file the two guest (folio and 
account) cards with their attendant reg- 
istration ecard, and verifies the name on 
them by asking, “What is the name, 
please ?”’ 

She next obtains his assurance that 
he’s had no charges so recent as not 
to have arrived at the front office for 
posting. Then she quotes: “The amount 
of your bill is thirty-four dollars and 
forty-five cents,” not “thirty-four forty- 
five,” which might be confused with 
room or serial numbers. 

Mr. Nemo proffers her his personal 
check for $100. This she accepts readily 
because the record before her shows 
that he has a Statler Credit Card and 
she is therefore authorized to cash his 
check for an amount not exceeding that 
sum. Even if he had possessed no 
eredit card she’d have taken his check 
for any amount in settlement of the bill, 
and would have gone so far as to pay 
him not more than $10 cash difference— 
say $5.55 against his $40 check in 
payment of his $34.45 account without 
hesitancy or managerial advice. She 
would certainly seek such advice, how- 
ever, should anyone without a credit 
card, whether registered or not, ask her 
to cash a check, other than U. S. P. O. 
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money orders, standard travelers checks 
or drafts drawn against Hotel Credit 
Letters. On the other hand, Commercial 
Travelers Credit System travelers checks 
are accepted for hotel accommodation 
and transportation only. 

Mr. Nemo, a credit card holder, might 
have said, “I’d like to have you charge 
that bill.” Simple enough, for if he 
signs the form at the bottom of the 
ledger card authorizing transfer of his 
account to the Credit Ledger, the deed 
is done without further parley. Were 
he a non-credit card holder, his case 
would be tactfully referred to the credit 
manager or an assistant manager, but 
without using the word “credit” in that 
connection. 


Now that the bill is taken care of, 
the cashier machine-prints payment on 
guest ledger and account cards, time- 
stamping both. Then she hands Mr. 
Nemo the Guest Account cards showing 
“0.00” balance due with the cash change 
placed on top thereof, thus providing a 
self-evident showing of the completed 
transaction. 


There’s always the chance, even with 
a well-intentioned guest, of “gone” 
charges that reach the cashier after he 
has taken his departure. All charges 
from guest ledger folio to credit ledger 
and vice versa, including these “gone” 
charges and together with the owings 
of “skippers” who have slipped out 
without paying, are listed on a daily 
credit ledger transfer sheet. Skippers 
(quite properly) are placed at the bot- 
tom of the list for special treatment by 
other departments. 


Cashiers notify the credit manager 
if a guest (a) incurs unusual or sev- 
eral successive liquor charges; or (b) 
if he signs or spells his name differently 
from that on the registration card. 
Straight cash advances are discouraged 
and must be approved by the credit 
manager or an assistant manager. 

Paid guest ledger cards of check- 
outs (including Mr. Nemo’s) are stacked 
on a ledge at the right front of re- 
spective machines, for removal by the 
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UNIVERSAL 
Cash Registers 




















“Acco, f f Pl, ” 


With 6 exclusive features! 


1-All totals printed. 


2-12-item autographic de- 
tail strip. 


3-Auxiliary cash drawer. 
4-Ticket issuing. 


5-Accountant’s total bank 
slip. 

6-Accountant’s cash drawer 
total. 


To Approved Dealers... 
Liberal Open Account 























UNIVERSAL CASH REGISTERS 
95-99 MANSFIELD ROAD 
NOTTINGHAM ¢ ENGLAND 
U.S.A. Distributor 
T. K. McGOURTY, 140 WEST MAIN ST. 
PATCHOGUE, N. Y. 











For Them: 


More Copies! 
For You: 


More Profit! 


a 


[° Duplicator 
Fluid 
For all Spirit Duplicators 


Retails for $3 a gallon. 

Dealer discounts up to 60%! Sold with 
an iron-clad guarantee of satisfaction 
or money back! A top-grade Fluid 
of high methanol content, PPC meets 
Govt. specifications # OD825, Type II, 
Spirit Process Fluid. PPC produces the 
maximum number of sharp bright 
copies, is quick drying, and guaranteed 
not to corrode rubber or metal parts. 
For more profit and faster turnover, 
write for the PPC Dealer Profit Plan 
today. 


POTOMAG PRODUCTS 
CORPORATION 


1107 19th St., N. W., Wash. 6, D. C. 





night auditor at the day’s close. Reg- 
istration Cards of checkouts are iden- 
tified as such by timestamp and are 
whisked to the rooming division as news 
of vacated rooms. 

Advance Payment Accounts, as we 
know already, are accorded special treat- 
ment. The room clerk writes an Ad- 
vance Pay autographic register form 
in quadruplicate and hands three to 
the bellman rooming the guest, who di- 
rects the newcomer to the cashier’s desk 
to make payment. The bellman gives 
the three copies to the cashier, who 
timestamps them and returns two to the 
bellman—one for that worthy and one 
for the guest. The cashier posts on 
Guest Folio amount of cash received, 
creating a credit balance, then she 
stamps both folio and registration card 
“Advance Pay” and regularly files them. 
The night auditor prepares daily, for 
the front office manager, a list of ad- 
vance pay guests. At about checkout 
hour each day the cashier collects pay- 
ment in advance for another night (by 
messenger armed with another set .of 
Advance Pay forms sent to room) if 
the guest wishes to stay. 

How do the hundreds of guest items 
and payments that accumulate in the 
cashiers’ cages to multi-thousand dollar 
totals find their way into the main- 
stream of hotel funds and accounting? 
The answer is simple, for the process 
is almost automatic. 

Auditor Charles A. McNamara, who 
guided us through the maze of Statler 
procedure, explains that there are two 
different styles of cash report, for use 
by cashiers at different times during the 
24 hours. Report “A” (Fig. 9) is 
used by cashiers on duty in the early 
morning until 7 a.m. and from 3 p.m. 
to 11 p.m. Report “B” is for cashiers 
from 7 a.m. to 3 p.m. and from 11 p.m. 
until the hotel business day’s closing. 

Illustration: Night cashier, going off 
duty at 7 a.m., inserts a blank “A” and 
a blank “B” in the National Cash Reg- 
ister machine and imprints machine to- 
tals in the following order: 
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Save time! Cut 
Costs! Better Work! 
Try 10 days FREE! 


Runs full 1 
solids nn Fm 
a break! 


Perfect distri- 
bution of foun. 
tain solution! ws 


END ink distribution headaches NOW! Attach 
Jumbo Shell and Vibra-Roller in 15 min., no 
Grilling. Try 10 days FREE! Write for details, 
Stating model Multilith or Davidson you have! 
LITHO ENGINEERING & RESEARCH 
3237 Eastlake Ave. Seattle 2, Wash. 











Are Your Business Forms Obsolete? 


REGISTER or TABULATING 
CONTINUOUS FORMS 
SNAPOUTS and SALESBOOKS 


PRINTED PRODUCTS CORP. 


147 W. 42 Street, New York 26 
BRyant 9-8057 





The PARALINER is a new device for rul- 
ing forms. It has a micrometer-like setting 
knob by which the distance between lines 
is measured. When once set the straight 
edge moves forward the exact measured 
distance step by step, with a slight pres- 
sure of the thumb and forefinger. The oper- 
ation is very simple and anyone can pro- 
duce forms the equal of a skilled draftsman. 


Send for full particulars 


THE PARALINER COMPANY, INC. 
226 Colorado Bidg., Washington 5, D. C. 
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TRANSFER CASES 


IMMEDIATE 
DELIVERY 


35 STOCK SIZES 
HEAVY 


CONSTRUCTION 
NEWLY DESIGNED 
e 20 Soup Steel 
e Baked Enamel Finish 
Green or Gray 
e Individually Boxed 
e Approved by Banks & 
insurance Companies 
LOWEST PRICES 
SEND 


ANYWHERE. N 
YOUR ORDER TODAY: 





IVAN Narre COMPANY 
5 NORTH DESPLAINES STREET 
CHICAGO 6, ILLINOIS CENTRAL f 
Send for complete catalog of Office Equipment&Appilances. 
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Bigger--Better--Newer 


7th ANNUAL 
NOFA CONVENTION-EXHIBIT 
APRIL 26, 27, 28, 29 
CLEVELAND, OHIO 
170 Unusual Exhibits 


IT'S BRAND NEW!!! 


New styles will be displayed . . . 
New items of merchandise will be 
introduced . . . New manufacturers 
will exhibit. 


Business sessions will be held at 
HOTEL STATLER 
Exhibits in the 
CLEVELAND PUBLIC AUDITORIUM 


e 
COMPLETE CONVENTION PACKAGE 
(Registration, Badge, Program, 
Exhibits, 3 Luncheons, Banquet) 
Members $21.00 
Non-Members $24.50 
& 
Mail your registration to 
John R. Gray, Executive Director 


National Office Furniture Association 
175 Fifth Avenue 
New York 10, N. Y. 








Line 1, Cash 

Line 5, Telegrams 

Line 8, Porter 

Line 11, Cash Paid Out 

This offgoing night cashier lists “Cash 
Credit Collections” on a correction sheet 
or enters them on line 17, and he enters 
disbursement corrections on lines 19, 20, 
21. He then completes his “A” report 
by filling in the information called for 
at the top and computing the net amount 
of remittance on line 22 from the ma- 
chine imprint thereon. The “B” report 
is handed to the incoming cashier, who 
will retain it until going off duty at 
3 p.m. 

At that hour, in the presence of the 
3 to 11 p.m. incoming cashier, the off- 
going 7 a.m. to 3 p.m. cashier inserts 
the “B” report and a blank “A” in the 
machine and imprints machine totals as 
above on lines 2, 6, 9, and 12 respective- 
ly. “B” is completed by the offgoer in 
the same way that the offgoing night 
cashier completed the “A” report 8 hours 
earlier. At 11 p.m. the then offgoing 
eashier uses the “A” left her by the 
7 a.m. to 11 p.m. cashier, together with 
the blank “B” report, which she hands 
to the incoming night cashier. 

Before the machines are closed for the 
day, the night cashier completes “B” 
but no “A” blank is required therewith. 
He sees that all “A” and “B” reports 
are in order and that each cashier’s 
disbursement vouchers agree with tables 
used on cash reports. Finally he leaves 
all the reports for use by the assistant 
auditor and income auditor, by whom 
they are merged into the general book- 
keeping of the hotel. Meanwhile each 
offgoing cashier has made “remittances” 
of all cash (including checks) over and 
above the amount of her “bank” regard- 
less of the records. 

By means of this overlapping time- 
telescoping report system, complete con- 
tinuity is achieved and possibility of er- 
rors or irregularities is reduced to near 
zero. As elsewhere throughout the com- 
plex Statler office system, front office 
clerical mechanics is highly developed. 
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Mr. McNamara made it clear that the | 
front office, though unquestionably the | 


| 


public-actuated mainspring of the hotel, | 
is only a fractional part of its organ- | 


ism. 


Placing his hand upon a 12” | 


stack of leatherbound portfolios that his | 


secretary had put on his desk, he sums 
up: 

“T guess our secret is this—working 
out in advance every detail of every 
thinkable contingency, so that the huge 
convention or banquet can be housed 
or provisioned as effortlessly as a single 
guest or meal. Why,” his eye twinkled 
as he drew forth two fairly heavy fold- 
ers, “here are 99 typewritten pages of 
standard instructions for our general 
storerooms. And here we have 102 
pages of china, glassware and napery 
procedure: how to serve what in what 


and when!” 


Electronic Computers 


(Continued from page 8&5) 


problem with paper and pencil is enor- 
mous and the accuracy of the result 


correspondingly questionable. The com- 
puter handles the problem in a matter 
of seeonds. 

This illustrates the type of problem in 
higher mathematics which can readily 
be solved by an electronic computer. 
However, the machine cannot casually 
pick up a problem and solve it. A per-, 
son must instruct the machine to do each 
step. The machine, in the above ex- 
ample, is instructed to measure off the 
small distances between limits A and B, 
to determine the heights above each such 
distance, to caleulate the area of each 
trapezoid, and to add the areas of all 
the trapezoids together. This caleula- 
tion would undoubtedly be only one small 
portion of a complete engineering prob- 
lem. The machine would be instructed 
to store the answer in a particular stor- 
age element until needed further along 
in the problem. Each step must be an- 
ticipated before the problem is started 
on the computer. It is sometimes even 
necessary to allow the machine to make 
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Keep your eye on 


BORROUGHS 


Manufacturing Company 
Producers of Steel 
@ Library Shelving 
©@ Storage Cabinets 
@ Bookcases ® Storage Units 








SOUNDS LIKE MAGIC WORKS LIKE MAGIC 
YOU could set type for an ad like this right at your own desk 
It's no trick with FOTOTYPE, the streamlined successor to metal 
type. Slashes type costs, makes layout preparation easier, faster. 
Wide selection of type faces. Catalog free! 

See Fototype in action, Booth 21 Chicago Business Show 
FOTOTYPE, INC. 1424 Roscoe St. CHICAGO 13 


“SLIP-ON” LABEL HOLDER 





SO-I For I'' Ring Books, 25c ea. 
S$O-2 For 2"' Ring Books, 35c¢ ea. 
SO-I'/2 For 1'/2"' Ring Books, 30c ea. 
OFFICE PRODUCTS, INC. 
9925 Freeland, Detroit 27, Mich. 


On Stationery Counters Everywhere 


ADDING MACHINE PARTS 


Serving Dealers for 20 Years 
Write for Our Catal 
TT SSeliaaameeet 11) 
|. A. DEHN, JR. 


The Pioneer Adding Machine Parts Man 
ADDING MACHINE PARTS EXCLUSIVELY 


P. O. Box 144, Elmhurst Station, 
Oakland 3, Calif. 








DO YOU 
DO YOUR OWN 


PRINTING? 


If you do, you want dependable 
equipment that's simple to operate. 
You want quick makeready ... 
accurate register ... full ink coverage 
- «+ fine halftone and color work. 
That s the kind of work the Davidson 
gives you. It's precision-built ... 
prints both offset and letterpress. 
Davidson users get all this... they 
know the results will be excellent... 
the savings worthwhile .. . and 
that every job will be a quality job. 
If it's a question of business 
printing, Davidson has the answer. 


THE Davidson 


We'll gladly send 
illustrated literature. 


DAVIDSON CORPORATION 
A Subsidiary of 
Mergenthaler Linotype Compony 
1036-60 West Adams Street 
Chicago 7, Illinois 


Please send complete information about . 
Davidson Dual, Model 25! 
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a choice. The machine is instructed to 
observe the answer in a particular cal- 
culation; if it is greater than 20, for 
example, the computer is to continue the 
problem in one manner; if it is 20 or 
less, the computer is to take some other 
course of action. 

The purchase price, including tax, of 
electronic computers varies from ap- 
proximately $75,000 to almost $1,000,- 
000. Rental of certain types of com- 
puters may run as high as $216,000 per 
year. It is not possible to state a defi- 
nite cost figure for the type of electronic 
computer suitable for office use, because 
there are extra components, such as addi- 
tional memory units, or additional input- 
output units, which may be coupled in 
various numbers into the main com- 
puter. It is reasonable to believe that 
future competition will appreciably de- 
crease computer costs. 

Some manufacturers provide mainte- 
nance for the first year’s operation. 
After the first year, the purchaser as- 
sumes maintenance costs. Although such 
maintenance cost cannot be accurately 
determined at this time, on the basis of 
experience with punched card equip- 
ment, a standard 10% of purchase price 
annually ean be used. 

The housing of the equipment is an- 
other important consideration. A suit- 
able location must be prepared for the 
computer. The area must be properly 
insulated against dust and noise. It is 
usually necessary to lay a false floor 
above the regular floor, to provide for 
the voluminous electric cables. The area 
must have a large capacity air condi- 
tioning system because of the heat 
emitted by the thousands of electronic 
tubes. There should also be a standby 
cooling unit, since the computer cannot 
operate without the air conditioning sys- 
tem. Because of the difficulty of con- 
verting available building space for use 
in housing a large computer installa- 
tion, it is sometimes necessary to con- 
struct a building specifically for this 
purpose. 

Personnel is a large item of cost in 
a computer installation; the cost may 
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vary among installations. The typical 
problem, before it can be placed on a 
computer, requires many man-days of 
programming. An installation doing a 
small number of recurring routine jobs 
requires considerably fewer program- 
mers than an installation concerned with 
many complicated jobs. It has been 
estimated that the average giant com- 
puter installation’s annual payroll may 
run as high as $300,000. <A typical elec- 
tronic computer installation whose 
operations are confined to routine statis- 
cal computations might be staffed as 
follows: 

1 installation head, 1 program head, 
1 head engineer, 1 operations head, 1 
clerk-typist, 1 secretary. 


Program Branch: 1 head, 10 pro- 
grammers, of varying grades and experi- 
ence. 

Operations Branch: 1 supervisor, 1 
assistant supervisor, 1 card-to-tape su- 
pervisor, 3 shift supervisors, 3 computer 
operators, 6 card-to-tape operators. 

Engineering Branch: 1 head, 5 mainte- 
nance engineers, 1 procedures analyst, 1 
records analyst. 

Personnel requirements would obvi- 
ously vary among installations having 
more or less complex operations. 

More than any single educational 
qualification, computer personnel must 
possess above-average intelligence and a 
definite aptitude for this type of work. 
Courses for computer personnel are cur- 


CUT COSTS « ADD CONTROL 
with 
POSITIVE IDENTIFICATION 
of 
PARTS « MATERIEL « EQUIPMENT a 


YOU NEED... 
POSITIVE 
IDENTIFICATION 
OF THESE ITEMS! 
Parts In-process 
Assembly Parts 
Dis-assembly Parts 
Rework Items 
Inspection Parts 
Re-inspection Parts 
Inventory Items 
Storage Items 
Boxes, and Packages 
Crates and Containers 
Machines 

Equipment 

Tools 

Furniture 


Manufacturers of DASHa- 
plates, DASHamats, Light- 
weight DASHamat Trays, 


Formula 916 metal DASHaplate Iden- 
tification Tags replace unsatisfactory 
and obsolete paper and strip alumi- 
num tags used in factory operations. 


DASHawriter #66, a new pen with a 
special chemical ink used for mark- 
ing specific information on metal 
DASHaplate Tags; part numbers, 
inspection date and stamp, storage 
coding, etc. Both tags and ink with- 
stand chemical processes for clean- 
ing and plating, sandblasting, etc. 
DASHaplates are non-corrosive and 
both the ink and plates are weather- 
proof. Ink will not rub off plates, yet 
can be easily erased with an ordinary 
pencil eraser. 


Trial Installation Offer: One DASHa- 
writer Pen #66 with initial supply of 
chemical ink, priced at $3.50...and 
500 DASHaplate Identification Tags, 
priced at $7.00... Postpaid U.S.A. 


DASHEW BUSINESS MACHINES, INC. 


847D North La Cienega, Los Angeles 46, California 


Gentiemen: | am interested in the new POSITIVE IDENTIFICATION 


CONTROL system. Please send 
[) DASHawriter and Name 





DASHaplates $10.50 Address 





[] More information on 


State __._ 
_ © C.0.0. 
Invoice 


Positive Identification City 


ASH -D. 
DASHaplate |.D. Tags, CJ Check Ene. 


Automatic Embossing () Information on 
Machines. Automatic Embossing Machine 
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PEERLESS IMPERIAL 


— cé34 


va 


Gives you the BEST 
typing impression 


Letters typed with an 
EMPRESS Nylon ribbon come 
out clean and crisp—with that 
smart executive look on them. 
EMPRESS Nylon gives you 
clear, sharp impressions both in 
letters and carbon copies. 


And if you make a mistake, 
erasing is easier and neater, and 
type-overs are harder to detect. 
Less expensive in the long run, 
because EMPRESS Nylon wears 
so much longer than ordinary 
ribbons. 


Ask your Dealer about 
EMPRESS Nylon—or write di- 
rect to us. 


PEERLESS IMPERIAL CO., Inc. 


28 Peerless Place, Newark 5, New Jersey 
NY Office. 13, 110 Franklin St. © Chicago 2,179 W. st 
8 37 Linden St. River Rouge. Michigos 





rently being offered by manufacturers, 
ranging from two to six months, depend- 
ing upon the background of the in- 
dividuals. There is no standardization 
of equipment, and the approach to any 
problem and the type of problems varies 
from computer to computer, therefore 
the personnel in the various computer 
installations may not be readily inter- 
changeable. 

The high cost of an electronic com- 
puter demands that it be utilized to the 
greatest possible extent. The greater 
the degree of utilization the lower is the 
unit cost of each job prepared on a com- 
puter. Justification of the procure- 
ment of an electronic computer should 
therefore be based on a sufficient planned 
workload to assure that the investment 
is economically sound. 


Because the equipment is in the ex- 
perimental stage, and the electronic com- 
puter subject to equipment failure, care- 
ful planning must be employed to insure 
that the creation of backlogs, late re- 
porting, and the inability to produce, do 
not seriously hamper business. 


Another important factor which must 
be considered in utilizing electronic com- 
puters is the possibility of misapplica- 
tion. It is Navy policy to select the least 
expensive piece of equipment which will 
produce the desired results. With no 
standards established by which to 
measure the effectiveness of individual 
jobs on a computer, it is conceivable that 
to fill the free time of a computer, 
operations which should be performed 
in another manner will be relegated to 
the machine. Care must be taken to 
draw the line between those jobs which 
belong in the punched card class and 
record keeping functions which should 
be performed with an electronic com- 
puter. 

It is difficult at this time to decide 
what part the electronic computer should 
play in one-time operations related to 
record keeping functions. Many jobs 
require more programming or make- 


| ready time than actual operating time. 


It is expected that within the next two 
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or three years computers, capable of 
performing all the functions that are 
being accomplished by them today, will 
be considerably smaller and less expen- 
sive. A majority of the electronic tubes 
will be replaced by transistors which 
approximate the size of aspirin tablets. 
A transistor, having no glass envelope, 
vacuum, or filament, lasts almost in- 
definitely, and requires little electric 
power. Since the amount of cooling 
facilities required is in direct ratio ta 
the amount of electric power used, air 
conditioning requirements will be greatly 
reduced. A computer with transistors 
will need little maintenance attention. 

A factor concerning future utility is 
the new trend of applying the electronic 
computer to all planning and operating 
problems in which sentiment, emotion 
and discretion play no part. This appli- 
cation has not as yet been generally ac- 
cepted and no sound precedent has been 
established in this area which would per- 
mit the drawing of firm conclusions. <A 
noticeable trend is developing toward 
the use of special purpose computers in 
office operations. Within the foreseeable 
future, specialized machines will sit con- 
tentedly and unobtrusively in the corner 
and maintain running stock inventories, 
time and leave data, and fiscal account- 
ing and other statistical type data. Radi- 
cal new developments are anticipated 
within one or two years. ‘There has 
even been speculation concerning elec- 
tronic equipment which will replace 
correspondence files, and of equipment 
which will produce typewritten letters 
directly from the spoken word. 


York’s Visible Records 


(Continued from page 80) 


each day to approve customers’ orders. | 
To overcome this, we installed in each | 


of our five main offices a 4-drawer visible 
card cabinet which has a capacity of up 
to 20,000 of these small customer credit 
ecards. The cards use two visible diago- 
nal margins—the first for state and city 
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You are cordially invited to attend the 


Southern California Business Show 
March 24, 25, 26, 27, 1953 


10:00 A.M. to 10:00 P.M. Daily 


Biltmore Hotel, Los Angeles 


Sponsored by the LOS ANGELES CHAPTER of the 


National Association of Cost Accountants 


Admission by ticket only. 
See your office machine representative for tickets. 


ADDRESSOGRAPHS 
WANTED 


MODELS 
100, 300, 700, 900 & 1700. 
Also style “B” and “E” frames, 
Send serial s and ple frame. 
Addressing Machine & Supply Co. 


3109 Mt. Pleasant St. 
St. Louis 11, Mo. 


DIRECT FROM P 
PACA © Revise CARBON 
FOR ALL TYPES OF BOOKKEEPING 
MACHINES & SYSTEMS 


INCREASE EFFICIENCY * SAVE TIME, MONEY 


* Duplicate Fold Over * Single Edge 
* Snap Out * Fine Line 


PRECISE CARBON FORMS ARE LOW PRICED! 


For Quotation Write to 


PRECISE CARBON FORMS 


359 JAY ST. + BROOKLYN 1,N. Y. 




















WHEN YOU BUY OFFICE FURNITURE 
Specify Desks by imperial 


ASK YOUR DEALER 
imaperial 


DESK CO. 
Evansville, Indiana 














WICE AS EFFICIENT! 


THE ADDRESSING 
ROBOTYPER 


Addresses envelopes and letterheads 
in one operation. 


Produces twice as many copies with 
one electric typewriter—three times 
more with two! 


Makes automatic typewriting more 
practical than ever—with every copy 
an original! 


Get the complete facts—See how Ad- 


dressing Robotyper can save time and 
money for your business . . . 


& 


Write 


ROBOTYPER CORPORATION 


Room 1-0, Hendersonville 
North Carolina 
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and the second for name. The vertical 
margin visibly shows the credit symbols 
with printed letters ringed for the sym- 
bol applying to each account. 

We installed a personnel history 
record. At York it covers some 4500 
employees and in the branches 500 more 
employees. At York, we maintain a 
number of other visible record controls 
from all of which we gain the same ad- 
vantages of speedy posting, up-to-date 
information available at a glance, and 
time saved. One of these is the finished 
product record which covers some 100 
product items stored in five district field 
warehouses. A similar 3-part record 
applies to 850 items of finished material 
shipped to field warehouses or direct to 
a job. A casting record controls approxi- 
mately 3500 items of stock; the service 
department accumulates the expense of 
guaranteed service to customers on 
visible cards; a record is being set up 
in one York plant to control approxi- 
mately 10,000 valuable gauges and their 





Save Time, Money 
with NEW 


CeCe 
OFFSET 
PLATEMAKER 


MODEL I116 


The only method that guarantees 
clear, sharp halftone dots. Vaculite 
eliminates “muddy”, weak halftone 
plates ... saves time, money and 
material. 

Light-proof frame utilizes black- 
light tubes for “burning-in” any sen- 
sitized or coated plate (up to 11 x 
age For Miultilith, Davidson, 
Webendorfer or Harris presses. Model 
1722 available for larger plates. 


Also Serves as an Opaquing Table 
SEE YOUR DAVIDSON DISTRIBUTOR 
or Write for Literature! 


PRINTING DEVICES, Inc. 
1707 N. 25th Ave., Melrose Pk., Ill. 


FPesesese8e8e8 8888 8888 8888 88 4 
Leseeeeeeeseseeeneeeeeees 
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repair cost. 

Our branch offices have developed ap- 
plications which illustrate the possible 
variations of the system. Our com- 
mercial branch in New York was the 
first to control 1,500 current service call 
requirements. At Atlanta, an order 
control record is printed in brown ink 
on five different colored stocks to indi- 
cate five classes of orders. Another in- 
stallation at Philadelphia is a contract 
record housed in a small Porta-Tray. 
The visible diagonal margin on the card 
shows the customer’s name while the ver- 
tical margin lists 12 items which are 
marked to show progress of contract or- 
ders through various stages in engineer- 
ing and drafting. 

So many visitors and members of our 
own organization are interested in the 
different applications of our visible 
record card systems which are pro- 
duced by VISIrecord, Ine., that we 
maintain a cabinet with panels contain- 
ing samples of the various cards used 
to simplify explaining our methods. 


* Co) 


nent ar Cowrrot 


* TRADE MARKS 


Cy, 


+ @ 


Key Cabinets, Filing Cabinet Trays, 
Desk Drawer Inserts, Key Panels 
for Every Size Including Tags, Re- 
ceipts, Index Cards, Key Envelopes, 
etc, 

For Information write: 


P. O. MOORE INC. 


302 Fourth Ave. New York 10, N.Y. 
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Qijphits 


4-WAY 
SORTER 


For sorting all kinds of office papers 
preparatory to final filing or posting. 
Can be used in four different ways— 
one side has alphabetical and daily 
leaves, the other side, monthly and 
numerical. 


The Sorter is only 4" wide and light-weight, 

made of hammertone finished aluminum with 

spring aluminum alloy leaves and rubber feet. 
STYLE SIZE LENGTH WEIGHT 


L-31 Letters 24 01. 
C-31 Cards, 18 oz. 
C-2I Checks 12 oz. 


A Desk Rack is available, to affix any Sorter to a desk. 


If your dealer doesn't have the Amfile Sorter in 
stock, send his name and we'll see that you are 
supplied promptly. 


Write for illustrated circular 


AMBERG FILE & INDEX CO. 


ins Speciaities since 1868 
1601 DUANE BLVD., KANKAKEE, ILL. 


28" 
Checks 25" 
16" 








NOMA Conference Subjects 


National Office Management Assn. has 
announced the subjects to be covered at 
the technical sessions of its 34th annual 
conference in Boston, May 24-28. These 
include: Executive Development, Man- 
power Management for Rank-and-File 


Workers, Organization Planning, Control 
Function of the Office, New Developments 
in Mechanization, How to Organize a 
Methods Program. A copy of the advance 
program can be had from NOMA at 132 
W. Chelten Ave., Philadelphia 44. 


NACA Annual Conference 


Robert E. Derby, manager, Pacific 
Coast Operations, Monarch Marking Sys- 
tem, Los Angeles, has been appointed 
chairman for the 34th Annual Inter- 
national Cost Conference of National 
Assn. of Cost Accountants, it was an- 
nounced by NACA president J. Brooks 
Heckert. The conference will be held 
at the Hotels Statler and Biltmore, Los 
Angeles, June 14-19. Over 3000 members 
from the association’s 115 chapters are 
expected to attend. The following were 
appointed to the conference committee: 
H. Leslie Rogers, vice chairman, H. Les- 
lie Rogers Co.; Carl Dannenfelser, Con- 
solidated Vultee Aircraft Corp.; J. Rex 
Fleming, Henry Van Hummell, Inc.; Carl 
F, Hahn, Star & Crescent Oil Co.; William 
H. Holm, I. D. Wood & Co.; Ralph B. 
Knott, Fibreboard Products, Ine. 


NABAC Conventions 


Plans for five conventions in 1953 are 
moving ahead fast, according to Darrell 
R. Cochard, executive secretary of Na- 
tional Assn. of Bank Auditors and Con- 
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trollers. ‘‘Folowing our usual custom,’’ 
he said, ‘‘we will hold four regional con- 
ventions and one national, and we are 
quite certain that in 1953 we will break 
all our convention attendance records.’’ 
Floor plans and other exhibit information 
will be mailed by NABAC’s regional con- 
vention exhibit chairmen very soon. Data 
on the exhibit space for their national 
convention Oct. 19-22 in New York will 
come from the association’s headquarters 
in Chicago. 


Tabulating Management Courses 


National Tabulating Management So- 
ciety, devoted to the development of 
punched card methods, the promotion of 
interest in the science of tabulating and 
the advancement of the status of adminis- 
trators, managers and supervisors of 
punched card installations throughout 
the country, has established an educa- 
tional program in conjunction with a 
large university. Courses on Modern 
Supervision and Human Relations in the 
Tabulating Industry are being conducted 
in Philadelphia, Trenton and Harrisburg 
while similar programs are being de- 
veloped for members in other cities. Those 
presented with a college certificate at 
the completion of this course and who 
are awarded a fellowship in the society 
will be nationally recognized as experts 
in tabulating management. The society 
publishes a monthly magazine, ‘‘ Punch,’’ 
for members, devoted to chapter news, 
articles on punched card applications, 
new developments in the tabulating field 
and articles by speakers at the monthly 
chapter meetings. Membership is limited 
to those actively engaged in the tabu- 
lating profession as _ supervisors, ad- 
ministrators or managers. Individual 
membership is offered to those men and 
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In a “long count”... YOU lose! 


If there is a recurring job of counting 
in any department of your company... 
it’sacertainty that itis piling up needless 


expense—if done the /ong way, by hand. 

Counting checks, tickets, money, tags, 
coupons—paper forins of any kind—is a 
job for a Tickometer. It counts at speeds 
up to 1,000 a minute—far faster than a 


human can, and it counts with 
precision-machine accuracy. 

It shows whole or partial 

counts on visible registers— 

, can stop and resume without 

t. forgetting! Moreover, itcan 

~. be equipped (optional) to 

imprint, date, endorse, 


£ 


PITNEY-BOWES 


2 Tickometer 


Counting, Imprinting Machine 


Made by the originators of the postage meter 
... Offices in 93 cities in U. S. and Canada. 
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rubber-stamp, code or cancel items as 
they are counted. 

In many various kinds of business 
establishments, the PB Tickometer 
has become dependable and required 
equipment, to replace tedious hand- 
counting, get results quickly, save a lot 
of time and money. Rented, never sold, 
it calls for no capital investment—is 
serviced from 199 PB branch offices 
and other service points. 

There’s almost certainly a need for it 
in your business. Let us show you how 
you can quickly find out. Call Pitney- 
Bowes office nearest you, or send the 
coupon for the free illustrated booklet. 


PITNEY-BOWES, Inc. 

3457 Pacific St., Stamford, Conn. 
Please send free illustrated 
Tickometer booklet to: 


II tiers tchse destin distiocschehtee eieatabsahartinanatathamnianianliats 
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With a chair like this... 
good posture can be a pleasure! 


This girl is in love with her Sturgis No. 972 Glide- 
master because it induces good posture by gentle 
persuasion rather than by ramrod rigidity. 


When she sits in her Glidemaster she has full, 
free spring-back action and full, free swiveling. 
She relaxes on a coil spring seat topped gener- 
ously with foam rubber. Into the small of her 
back snuggles a curved, figure-fitting, 

foam rubber cushioned, flexible backrest * 

which follows her back in motion to 

right and left. Her weight is properly 
distributed, her muscles are properly supported, 
she sits erect, she breathes freely. That is 
good posture, painlessly come by! 


w 
\ Y You can't see all 
the quality thet's 
engineered into 
Sturgis chairs. 


5) 


*Ask your Sturgis dealer to demonstrate 
the Follow: Flex back support, an ine 
genious and exclusive Sturgis feature. 
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women who are not located in the vicinity 
of an organized local chapter. Informa- 
tion may be obtained from William H. 
Short Jr., executive secretary, 1214 
Locust St., Philadelphia 7. 


National Conference 
& Exhibit Calendar 


Office Management Assn. of Chicago, 
Conrad Hilton Hotel, Chicago, March 
2-5. 

Southern California Business Show, Bilt- 
more Hotel, Los Angeles, March 24-27. 

Society for Advancement of Manage- 
ment, Statler Hotel, New York, April 
16-17. 

National Office Furniture Assn., Statler 
Hotel, Cleveland, April 26-29. 

New York Stationery Show, New Yorker 
Hotel, May 17-22. 

Life Office Management Assn., spring: 
New Ocean House, Swampscott, Mass., 
May 25-26; national, Netherland Plaza 
Hotel, Cincinnati, Sept. 21-23. 

National Office Management Assn., Stat- 


ler Hotel, Boston, May 24-28 
NRDGA, Controllers Congress, Roosevelt 
Hotel, New Orleans, May 25-28. 


The information serv- 
ice office in the 
United Nations 
Building, New York, 
receives an average 
of 450 inquiries daily 
from outside and 
350 from inside on 
a wide variety of 
subjects. 
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Insurance Accounting & Statistical Assn., 
Palmer House, Chicago, June 1-3. 

Accounting Div., Assn. of American Rail- 
roads, Edgewater Beach Hotel, Chi- 
cago, June 1-4. 

National Assn. of Cost Accountants, Stat- 
ler Hotel, Los Angeles, June 14-19. 
National Office Machine Dealers Assn., 
Ambassador Hotel, Atlantic City, N. J., 

June 18-20, 

National Machine Accountants Assn., 
Schroeder Hotel, Milwaukee, June 18- 
20. 

National Business Forms Associates, 
Edgewater Beach Hotel, Chicago, Sept. 
2-6. 

National Stationery & Office Equipment 
Assn., Conrad Hilton Hotel, Chicago, 
Sept. 26-Oct. 1. 

Insurance Accountants Assn., Bellevue- 
Stratford Hotel, Philadelphia, Oct. 14- 
16. 

National Business Show, Grand Central 
Palace, New York, Oct. 19-24. 

National Assn. of Bank Auditors & Con- 
trollers, Roosevelt Hotel, New York, 
Oct. 19-22. 

National Institute of Governmental Pur- 
chasing, Netherland Plaza Hotel, Cin- 
cinnati, Nov. 8-11. 

Wide World Photo 














PROTECTO 


FIRE-RESISTING 


SECURITY BOX 


$] 1-95 


RETAIL 


Made of two complete steel walls, insulated from 
each other by '/,"' especially treated asbestos sheet- 
ing, the PROTECTO deluxe Security Box is a 
simple, practical inexpensive way to protect valu- 
able papers. The inside dimensions, 8'/, x 12'/, x 
3'4, make it practical for all standard business 
papers. The new lock has over 500 key. changes. 
In 3 colors, office green, office gray or tan 
Recessed handle. Weighs 10'/. Ibs. 


The PROTECTO DeLuxe Security Box is a natural 
for the home and office. Usual dealer discounts. 


Send a Trial Order Today! 


BISON DISTRIBUTING CO. 


P. O. BOX 36, BUFFALO 16, N. Y. 








NOW... YOU CAN MAKE ———; 


DRY Photo COPIES 


of anything typed, written, printed or drawn 
IN YOUR OWN OFFICE 


with EXACT-PHOTE-COPY 


DRY PROCESS MACHINE 
Speedy © Easy © Economical . .. 
Prices start at $80.00 


Write for literature on our 
dry and wet process machines. 


GENERAL PHOTO PRODUCTS CO., Inc. 
CHATHAM, NEW JERSEY 














The Male Clerk 


(Continued from page 90) 


eliminating the need for a substantial 
proportion of clerical workers. Ma- 
chines do not make decisions. Of our 
total department personnel of about 300, 
we find that we need, to accomplish our 
work, a minimum of about 130 persons 
in the clerical classifications. We have 
explored the possibility of reducing this 
minimum by our further use of modern 
scientific office equipment to the utmost. 
In the light of the complexity of the 
laws which we administer and our 
budgetary restrictions, there is little 
room for improvement in this field. 
One attempt at solution, therefore, 
has been that of presenting to our City 
Council this problem. I have endeavored 
to point out to that body the need for 
clerical workers who are permanent and 
happy in their positions. I have argued 
that their salaries should be com- 
mensurate with the importance of their 
work and their responsibility. Our city 
charter itself provides that the wages 
and salaries paid all of our municipal 
employees shall be equal to those paid 
employees performing similar tasks in 
industry or other governmental agen- 
cies. Our council has responded favor- 
ably to my representations concerning 
the importance of the functions of the 
clerical group and the City of Los 
Angeles is paying them wages at par 
with those being paid office workers in 


“Try to convey your spirit of cooperation to 
the rest of our staff.” 
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industry. But I regret to state that in- 
dustrial office workers’ salaries have not 
kept pace with the salaries and wages 
paid the workers in the factories, in the 
fields and on construction projects. 

The office has not been in a position 
to keep up with the factories in adjust- 
ing itself to personnel problems. Fac- 
tory wages and fringe benefits have in- 
creased out of proportion to those of 
white collar workers. These factors have 


permitted the factory to have first choice 
with respect to personnel in general. In 
my opinion this contributes substantially 
to the fact that the ratio of office to total 
workers has increased in recent years 
from one out of ten to more than one 
out of eight. The incentive to office 
workers or to clerical workers is not 
here. They must be shown as well as 
told that their positions are dignified and 
important. An initial objective should 








a place for everything 
and everything in its 
place 


THE WORDEN SECRA- 
TYPE DESK—A LAST 
WORD IN ECONOMY 
AND FATIGUE 
REDUCTION 


A 
LONG TERM 
INVESTMENT IN 
OFFICE EQUIPMENT 





an office orderly 


No. 242ST — 42” x 32” 
Patent No. 2133807 





fworoen Bagg WORDEN (xj 
of HOLLAND,MICHIGAN 





- FEDERAL 


FEDERAL 


DEPT. 18 P.O. 
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- FEDERAL - FEDERAL - FEDERAL - FEDERAL - FEDERAL - FEDERAL - 


OS. 
CASH REGISTERS 


For INDEPENDENT Dealers 
(Liberal Open Account Terms) 


“/fe FEDERAL CASH REGISTER CO. 


BOX 2265 KANSAS CITY, MO. 





On-the-Job Form Writing 


Here's a better 
Portable Reg- 
ister. Positive 
registration of 
forms, loads 
easier, light to 
carry and it is 
break-proof. 


Accurate Records Are Easier 


with the new 
Hano Book- 
keeping Tray 
arranged for 
alphabetical 

filing of “office 
copies.” Makes 
statement 
preparation an 
easy routine. 


Locked-in Copy Control 


No more “lost” 
records with a 
Hano Locked 
Compartment 
Register. Sizes 
and models to 
fit every need. 


MOLYOKE, MASSACHUSETTS 


Established dealers wanted in the South, 
Southwest and Mid-west. 


be that of affording him parity in com- 
pensation with skilled factory tech- 
nicians. As this goal is approached the 
problems attendant to the present short- 
age of clerical workers will diminish. 


Contentment 
(Continued from page 55) 


company’s being spread over two floors 
with individual offices separated from 
each other through the use of the usual 
partitions, enclosures, interior walls, ete. 
Lack of acquaintanceship with fellow- 
workers had resulted in inter-depart- 
mental rivalries, misconceptions and a 
certain lack of cooperation. 

In making plans for the new office 
arrangement, larger individual work 
areas were designed. Private offices for 
all except strictly managerial personne] 
were eliminated. Departments whose 
work inter-related were grouped together 
in one space, ete. The result was de- 
cidedly increased efficiency through the 
elimination of unnecessary walking and 
telephoning, and the disappearance of 
much of the former friction. One of 
the most important contributing factors 
in dispersing this feeling, however, was 
the creation of our recreation room and 
cafeteria, the Thistle Club, originally in- 
stalled mainly to provide our employees 
with a quick, inexpensive place to secure 
luncheon. (Our location, unfortunately, 
offers only very expensive restaurants 
or below-average eating facilities within 
comfortable walking distance of the of- 
fice.) Since its installation, however, the 
use of the Thistle Club by our employees 
has far exceeded our original estimates. 

The Thistle Club floor area of 2,628 
sq. ft. is divided into two main sections. 
Half is devoted to cafeteria space with 
the usual chairs, tables, serving counter, 
ete. The food is prepared and served 
by outside caterers. The other half of 
the area is furnished with overstuffed 
chairs, sofas, coffee tables and the usual 
plants and pictures. A library of non- 
fiction material is provided for the em- 
ployees’ enjoyment. The books may be 
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TYPEWRITERS 
ALL MAKES 


REGAL'S NEW YORK warehouse 
and 80 stock depots carry a re- 
volving stock of 10,000 machines. 


REGALRITE BRAND 
RIBBONS AND CARBONS 


id 
THE UTMOST IN QUALITY 
THE LOWEST IN PRICES 


Proven—Best by Test—Bes! for Less 


REGAL TYPEWRITER COMPANY, INC. 


200 HUDSON ST., NEW YORK 13, 





sell the best in protection 


sell SCHWAB SAFES 


a complete line of Underwriters’ 
label Class A, B, C, FIREPROOF 
SAFES + VAULT DOORS ° 
tile Class E round-door burglar- 
proof CHESTS. 


mercan- 


WRITE FOR INFORMATION 


the SCHWAB SAFE COMPANY 


LAFAYETTE = INDIANA 
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Get Professional Results 


with presensitized offset plates 


use a 

MILLER-TROJAN 
VACUUM-FRAME 
and ARC LAMP 


For proi_.sional big-frame re- 
sults. 3 sizes to choose from. 
Perfect overall contact. Com- 
plete with hose, vacuum pump 
and '%4 h.p. motor. Just plug 
in and begin. 


New Miller-Trojan 110 volt, 
20 amp. Arc Lamp. Plugs into 
any light socket. Assures fast 
exposures, perfectly burned 
in. 


WRITE FOR FULL INFORMATION 


ON HOW TO USE THESE IN YOUR 
OFFICE. 


enn 


MILLER TROJAN CO., TROY, OHIO 








THE LINE PERSONALLY BACKED BY YOUR DEALER 


Use this special offer to dis- 

Buy One at cover how go Esyenes Foom 

ubber stamp pads really are. 

Regular Price... = Rolled edges and rounded cor- 

GetAnother for "€ts protect fingers, easy-open 
covers end broken nails. 

Just 15¢ More Extremely large ink capacities 

and finest quality pads assure 

35¢: clean, sharp impressions and 

ave long-life. Beautifully packaged 

5 and individually wrapped to 

prevent drying out. 

Mail Coupon Today (Offer limited to 60 days) 

Enclosed is check O Money Order C2 for 65¢ Please send 

two Faymus Foam Rubber Stamp Pads at once. My dealer 1s 





Be  nieidsccinatdi aeaeeshaceticnanetsidenticempitamnisinpbiig 

5 EEE ae TET OD 

iii celicicccniernisiesnintiesenscities spill adits ciiebaaeanpttice ‘iin 
City - _Jenen in ute. , 

Mr. Dealer: This Order Will Be C sediced to 

oe | Your Account with Bankers & Merchants, Inc 


Faymus DIV., BANKERS & MERCHANTS, INC. 
3229 N. Sheffield Ave., Chicago 13, Ill. 





HOW TO SORT 


© © AUTOMATICALLY 


} 


WITHOUT MACHINERY! | 


1 &-z sort carps 





wtetetet Waters o*eFetetate® 


3 = lp ORE Re 
Hae iPe Sete, cventerd, Sars 4 
trect bi-me 
+ ars = 








a |! Semhonas 
e foc: "| arene wee 





2. HAND PUNCH 


3 sorter 





Large organization—and smaller ones 
—are saving well over 50% on record 
posting, this practical low-cost way. 
E-Z Sort is a substantial time saver in 
numerous departments of commerce, 
industry and government. Wherever 
records are kept on cards, E-Z Sort is 
the answer for sorting with speed and 
accuracy. A _ nearby office is 
listed in your phone book. Ask for 
demonstration; or write us for factual 
information. 


-> E-Z SORT 


SYSTEMS, LTD. 


45 Second St., Dept. 23 
SAN FRANCISCO 5, CALIF. 


sales 





read in the office or may be taken home. 
During their pass and lunch periods, 
employees make extensive use of this 
area for card games, knitting and gen- 
eral conversation. Once a week, during 
the lunch period, movies are shown by 
courtesy of Encyclopaedia Britannica 
Films. Whenever events occur which are 
of national interest, i.e., political con- 
ventions, world series, ete., a television 
set is installed to give continuous cover- 
age of the attraction. 

All special company affairs are held 
in the Thistle Club area, like “open 
houses” to which the families and friends 
of employees were invited upon our es- 
tablishment in our present location, 
Christmas parties and similar functions, 
are all centered around entertainment 
and refreshment in the Thistle Club. 
This has resulted in our employees’ re- 
questing that the Thistle Club facilities 
be made available for their own in- 
dividual functions such as pre-theater 
parties and social get-togethers after 
work. A group in the organization 
called the Britanniclub, comprised en- 
tirely of the men in the company, now 
meets exclusively in the Thistle Club 
whereas formerly all such meetings were 
conducted in various clubs and _res- 
taurants throughout the city. The air 
of relaxation and informality which pre- 
vails in the Thistle Club, brought about 
largely through the fact that employees 
from various departments share cafe- 
teria tables, bridge games and the like 
together, enlarges the employees’ ac- 
quaintance with workers outside their 


PRINT-O-MATICS "PERFECT PAIR” 


WORLD'S FINEST 
FULL-SIZED 


DUPLICATOR 
vader 560.00 


MODEL 4-4 


PRIN O-AUANIE 


Fast—Accurate—Ffficient sacl 
Handles Post-Card to Legal Size : sari A 
‘Twin-Pakt 
Write for Complete Catalog of Du- 
plicating Equipment and Supplies STENCILS 


PRINT-O-MATIC CO. INC. - Merchandise Mart - Chicago 54, Illinois 
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| 
own department and creates a spirit of 


company unity. 

Special gestures have been initiated by 
management to offer recognition and 
appreciation to both newly-hired and 
long-service employees. For example, 
each new employee is escorted to 
luncheon by a member of his depart- 
ment on his first day of employment 
with our firm. The cost of the luncheon 
for both the employee and the escort is, 
of course, borne by the company. The 
escort’s function is to provide the new 
employee with any information he may 
request concerning the company’s opera- 
tions and products and generally to make 
the new employee feel a welcome part of 
the organization. Upon the death or 
hospitalization of any employee or a 
member of his immediate family, the 
company sends an appropriate floral 
piece expressing the sympathy of the 
employee’s fellow-workers. Liberal poli- 
cies regarding holidays, vacation and ill- 
ness time all lend their support to this 
program of demonstrating that the ecom- 
pany takes a genuine interest in the 
health and well-being of its workers. 


Upon the employee’s completion of 
five years of continuous service with the 
company, a complimentary set of the 
Encyclopaedia Britannica is shipped to 


his home. A photograph is taken of him 
in the president’s office receiving the con- 
gratulations and best wishes of his im- 
mediate supervisor, his department man- 
ager and the president of the company. 
Similar photographs are taken on each 
additional anniversary thereafter. One 
copy of the photograph is framed and 
presented to the employee as a memento 
of the occasion. The other is retained 
and included in the next general bulletin 
board display of such award presenta- 
tions. All women employees receive a 
corsage made from their favorite flower 
plus a service pin made in the form of 
the EB emblem. A precious stone is set 
in the service pin ranging in value from 
a ruby to a diamond depending on the 
employee’s length of service. Men em- 
ployees receive as their first service 
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PROBLEMS 
SOLVED —— 


1. Safeguarding privacy. 
2. Quieting the office. 
3. Better hearing—noisy places. 


HUSH-A-PHONE 
Model for all types 
of phones and dic- 
tating machines. 
Write for Literature 
HUSH-A-PHONE 
65 Madison Ave. 


Room 710 
New York 16 











COTTERMAN TUBULAR 
WELDED STEEL 
SAFETY LADDERS 
For Filing Rooms, 
Stock Rooms, Vaults. 
Strong—Easy to Move, 
Easy to Climb. 
Mounted on Swivel Brake 
Casters which allow the lad- 
der to be rolled freely when 
no one is on it. When you 
step on the ladder the rub- 
ber cushioned legs rest on 
the floor and prevent rolling. 
Made in 7 heights—2 widths. 
Send for Crear 52-0 and 


D. COTTERMAN, Mfr. 
4535 N. Ravenswood Ave. 
Chicago 40, 111. 








STOCK 
SIZES 


Tempered MASONITE CHAIR MATS 
We specialize in special 
sizes and special colors. 


CHAIRMASTER 
72 Park Place, Passaic, N. J. 


CASH REGISTER 


HIGHEST 
QUALITY 
PRODUCTS 


NEW ADDRESS 


International Cash Register & Parts Co. 


207 E, EVERGREEN ST., MT. PROSPECT, ILL 





Bernard F. 
Gimbel, presi- 
dent and chair- 
man of the 
New York Con- 
vention and 
Visitors Bu- 
reau, and head 
of the world- 
famous Gimbel 
srothers department store chain, says: 
‘*New York City, the world’s capital 
of finance and business, attracts more 
visitors each year than some states and 
many foreign countries. This dynamic 
interest is stimulated by the enterprise 
and initiative of the men who organize 
and manage the many conventions and 
trade shows, thus pointing up the city’s 
importance to the nation’s economy. 
‘*An example of this enterprise is the 
National Business Show held each Octo- 
ber, attracting more than 100,000 of the 
nation’s prominent executives and busi- 
ness leaders.’’ 





% ADJUSTO-SWING fits most desks, wood or 
metal. Easily attached. 

* Adjustable to proper height. 

% Converts flat top to Steno desks. 

% Insures your machines against tipping over. 


Adjusto-Swing Office Machine Stands Co. 
509 Shelby St. Detroit 26, Mich. 
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result from 

sparkling type... 

and the best known 

means to that end is 
the incomparable 





Here is the simplest, fastest and: 
CLEANes? type cleaner—a favorite 
with bosses and typists alike. The 
sturdy dauber eliminates spattering 
and drudgery. Slower evaporating 
BEFORE and hence more economical, Non- 
inflammable. Try CLAR-O-TYPE and 
watch your letters really sparkle! 


Prune ~ewwoowrrweweeeevewweweewewewe 











60¢ at all stationers and typewriter dealers 





8x 1 0-in. 
Book 
with 
369 
Diff. 
Art 
Panels 
and 


494 
Useful 


"Spots" 
$5.00 


REPRO ART PANELS 


Biggest, best collection of its kind. Coupon, 
label, guarantee borders; artistic panels, all types, 
pease stamp size up to 7x9 in.; hundreds of sym- 

olic spots, designs, ornaments price displays, See 
sample page above, reduced. Sharp, clean images. 
$5.00 complete, postpaid. 


A. A. ARCHBOLD, Publisher 
1209-E S. Lake St. Los Angeles 6, Calif. 


* 
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award a tie clasp bearing the EB em- 
blem. Their service awards increase in 
value until they receive cuff-links set 
with diamonds. On each anniversary ot 
an employee’s starting date, after the 
first five-year presentation has been 
made, a complimentary Britannica Book 
of the Year is presented to him by his 
supervisor. 

In reviewing this program, we find 
tangible proof that it is effective. Com- 
parison of our absenteeism and stability 
reports this year and in previous years 
shows « decided drop in turnover and in 
the amount of time off. Because so many 
of our employees are women, it is still 
necessary to recruit workers to replace 
those who leave because of pregnancy, 
marriage, ete., but our needs for replace- 
ments of workers who leave because of 
dissatisfaction or desire for a change 
have been reduced perceptibly. 

Seven years before the Declaration of 
Independence was published in Philadel- 
phia, the Encyclopaedia Britannica was 
published in Edinburgh. Problems of 
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personnel relations and office manage- 
ment existed then as they do now— 
though they were not then so scientific- 
ally spelled out as they are today. In 
those days, one problem of office man- 
agement was manifested in a memo from 
an early publisher to an early editor, 
adjuring the latter to play less golf 
days and work less nights—not because 
the volume of his work was suffering, 
but because he was “burning up too 
many candles.” Throughout the last 
century, “candle-burning” at EB has 
come to mean high-pressure, critical, 
after-hours work. 

Today’s Britannica management has 
established an environment in which 
after-hours work is unnecessary. <A con- 
genial physical layout, enlightened man- 
agement and a personnel policy that in- 
sists that no one at EB shall have less 
or work more, than the general average 
of the city, is Britannica’s present-day, 
efficient substitute for the “candle-burn- 
ing” that made periodical crisis work a 
mandatory drudgery in the years passed. 
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W. F. Arnold Advances 

W. *F. Arnold, 
formerly vice presi- 
dent and_ general 
sales manager, Un- 
derwood Corp., was 
appointed to the 
company’s execu- 
tive department 
where he will di- 
rect the activities 
of the general sales 
department, genera] 
service department, Burlington supply 
division, and the new Electronic Com- 
puter Division, according to announce- 
ment by P. D. Wagoner, chairman. Mr. 
Arnold joined Underwood as sales man- 
ager of the adding machine division in 
1928 after previous experience with Dal- 
ton Adding Machine Co. In 1936 he was 
appointed assistant general sales man- 
ager and in June of that year became 
general sales manager. He was advanced 
to vice president in 1944. 


W. F. Arnold 


Marchant Sales Manager 

Wesley E. Jen- 
kins has been ap- 
pointed national 
sales manager of 
Marchant Calcula- 
tors, Inc., it was an- 
nounced by Edgar 
B. Jessup, president 
and general man- 
ager. Mr. Jenkins 
formerly headed 
Marchant’s San 
Francisco office as district sales manager. 
He brings to his new position not only a 
highly successful background of selling 
for Marchant, but many years of top- 


Wesley E. Jenkins 
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level sales and personnel management 
experience with leading companies. Suc- 
ceeding him as head of the San Fran- 
cisco office is Leslie T. Carr who has 
filled important sales posts with Mar- 
chant during the past 18 years. 


NOFA Convention Speakers 


National Office Furniture Assn. aun- 
nounced that two well known speakers 
will address their 7th annual conven- 
tion in Cleveland, April 26-29. Walter 
M. Casey, sales analyst, will address the 
opening luncheon on April 27 on ‘‘Selling 
in Today’s Economy.’’ Arno H. Jobnson, 
vice president, J. Walter Thompson Co., 
will appear at the closing session with 
advice for members on the marketing of 
their products. Complete program and 
registration information to this biggest 
NOFA meeting, which is open to both 
members and non-members, can be had 
from John R. Gray, executive director, 
175 Fifth Ave., New York 10. 


Underwood-Samas Punched Card 


Underwood Corp. 
will enter the 
punched card ac- 
counting field by in- 
troducing in the U. 
S. a complete line 
of equipment of 
advanced design, 
according to = an- 
nouncements by P. 
D. Wagoner, chair- 
man, and L. C. Sto- 
well, president. Arrangements have 
been made with Powers-Samas Account- 
ing Machines Ltd., London, a subsidiary 
of Vickers, under which Underwood will 


Harold R. Russell 
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RIG US PAT OFF 


i | 
COTCH Cellophane Tape 


BRA 


STICKS 6 TIMES UNROLLS EASIER RESISTS BREAKING! 
TIGHTER. THANKS TO EXCLUSIVE TOUGHER, MORE PLIABLE 
THAN EVER BEFORE! NEW BACKSIZING! CONSTRUCTION! 


| READ HOW TO SIMPLIFY and speed up office oper- 
ations with the help of “Scotch” Brand Tapes! New 
booklet is full of tips that mean faster work, neater 
desks and files, reduced waste. Write Dept. O-23, 
3M Co., St. Paul 6, Minn., for your free copy... and 
meanwhile get a supply of the new, improved “Scotch” 
Cellophane Tape! 


made in U. S. A. by Minnesota Mining & Mfg. Co., St. Paul 6, Minn. — also makers of “Scotch” Sound Recording Tape, 
“Underseal” Rubberized Coating, “Scotchlite" Reflective Sheeting, “Safety-Walk" Non-Slip Surfacing, "3M" Abrasives, 


The term “Scotch” and the plaid design are registered trademarks for the more than 200 pressure-sensitive adhesive tapes i 
“3M" Adhesives. General Export: 122 E. 42nd St., New York 17, N. Y. In Canada: London, Ont., Can. 3M) 
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if only for EFFICIENCY... 


BOSTITCH B-8 


with the attached staple remover 


BOSTITCH B-11 


with the attached staple remover 


® Actually, of course, efficiency is only 
one advantage of Bostitch stapling. 
Speed is another. Neatness, security, 
safety and economy are still others. 
Better include Bostitch staplers and 
staples in your next stationery order. 





BOSTITCH B-5 
ee 


Tare 


BOSTITCH 


fastens it better, with wire 
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Newly acquired 
plant of Peerless 
Steel Equipment 
Co., Philadelphia, 
expands their steel 
filing cabinet and 
desk manufacturing 
space to well over 
100,000 sq. ft. 


distribute and service Samas products 
in the U. S., Canada and other parts of 
the Western ‘Hemisphere. Samas machines 
are the most popular punched card ma- 
chines in England and have been exten- 
sively used in many other countries. The 
equipment distributed by Underwood will 
be marketed under the trade names ‘‘ Un- 
derwood’’ and ‘‘Samas.’’ The products 
will be handled as a separate Underwood 
division with H. R. Russell as manager. 
Mr. Russell has spent many years in the 
punched card and office equipment indus- 
try here and abroad. Headquarters for 
the division will be at 1 Park Ave., New 
York. 


Business Show Report 


The National Business Show which 
this year takes place at New York’s 
Grand Central Palace, Oct. 19-24, has 
published a report based on 1,021 per- 
sonal interviews with visitors to last 
year’s National Business Show. Inter- 


views were made at the show from 
Monday through Friday between 2 and 
10 p.m. by trained and experienced inter- 
view-reporters under supervision of John 
T. Fosdick Associates. The figures indi- 
cate which types of office equipment per- 
sonally interested what percentage of 
visitors. There are figures on what per- 
centage of visitors planned to buy equip- 
ment not on view at the show. The busi- 
ness position, age and sex of those ques- 
tioned is also given and there is a geo 
graphical analysis of those attending. A 
copy of this report, designed to aid ex 
hibitors prepare for this year’s show, 
can be had from National Business Show, 
33 West 42nd St., New York 36 


Codo’s 25th Year 

Codo Mfg. Corp. celebrates its 25th an- 
niversary as a corporation this year. Its 
first and only president, Frank S$. Cooper, 
started as a representative for a carbon 


and ribbon producer at the turn of the 


Autographic Register Co. of Hoboken, N. J., has built this new factory in South Hackensack, 

one of the largest in the U.S. devoted exclusively to production of continuous forms. The 

firm was founded by James C. Shoup in 1883 to manufacture the autographic register he 
invented. New plant has 136,000 sq. ft. of asta area. 
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BI92E Electric Printing Calculator 


arrett 


TEN-KEY PRINTING CALCULATORS 





ADDING AND LISTING 
DIRECT SUBTRACTION 
MULTIPLICATION 
DIRECT DIVISION 
The two models shown here, the Barrett Electric BI92E 
and the Barrett Hand Model B192, are designed to save 
machine hours continuously—for years to come. Both 
have many exclusive features, precisioned by Monotype. 
Dials visible at all times and all calculations are shown 
on printed proof. Special Muitiply Key, as easy and 
| ~simple as adding. Transparent paper 
cutter for complete visibility. Items 

and totals up to 9,999,999.99, 





BARRETT ADDING 
MACHINE DIVISION 
Lanston Monotype Machine Company 
Twenty-fourth at Locust Street Philadelphia 3, Pa, 


B 192 Hand-Operated Printing Calculator 





century. He started his own firm in Chi- 
cago and was joined by W. J. Downs in 
1927. Taking the first two letters of their 
names for their corporate title, they 
moved their plants to Coraopolis, Pa., 


CORPORATION 


Pp 
o 
o 
° 
2 
o 


where they were joined by Wilbur W. 
Lenz, now vice president and general 
manager. Other officers are Wilbert F. 
Smith, vice president—sales; William J. 
Menihan, vice president—products; F. J. 
Brice, sales manager; Ray F. Williamson, 
secretary-treasurer. 


A. B. Dick Export Manager 


A. B. Dick Co. an- 
nounced appoint- 
ment of Lawrence 
W. Aikens as export 
sales manager for 
its Special Markets 
Department. His 
new responsibilities 
will encompass ex- 
panded activities in 
world trade for 
the company’s two 
wholly owned subsidiaries, A. B. Dick 
International Co. and A. B. Dick Export 
Co. Mr. Aikens has served in several 
capacities in his 12 years with A. B. 
Dick Co. He has been a sales represen- 
tative at two former branch offices and 
since 1949 has been the district sales 
manager for several eastern states. His 
new work will be conducted in coopera- 


Lawrence W. Aikens 
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District managers of 
Dealer Sales Div., 
Monroe Calulating Ma- 
chine Co. Front: Bry- 
ant M. Harroun, New- 
ark; Sam S. Smith, di- 
vision mana er; Wil- 
liam B. ohrbach, 
training director. Rear: 
Theodore Love, Los 
Angeles; William J. 
LiVolsi, Chicago; €d- 
ward H. Phelps, Des 
Moines; William L. 
Fisher, Louisville; Stew- 
art B. Mcintosh, New 
York; Harvey S. Fields, 
Dallas. 


tion with A. B. Dick’s 58 distributors 
throughout the world. Twenty-seven of 
these are in the Western Hemisphere 
outside the U. S., Canada and Alaska. 


Equipment Sales Rising 

Sales of Time-Master dictating ma- 
chines are expected to continue to in- 
crease during the first six months of 
1953, according to C. King Woodbridge, 


president, Dictaphone Corp. During the 
first ten months of 1952, sales including 
defense sales, were 24% ahead of the like 
1951 period. Mr. Woodbridge said, ‘‘ We 
are in a buyer’s market, but it is a mar- 
ket that is highly receptive to anything 
that will lower the cost of doing busi- 
ness.’? ‘The entire office equipment in- 
dustry is averaging about 500% of the 
dollar sales volume of 1935-39 (265% on 
the basis of a 53-cent dollar). 





wo. 25n STEEL putin CASES wo. 26 


Catalog 


Truly the world’s most wanted steel transfer case. . . 
The attractive brass hardware...,The 4-roller bear. 
ings. . . The soft office green or beautiful gray 
hammerloid baked on finish. . . . The simple, positive 
vertical and horizontal stacking arrangement. . . . The 
heavy furniture steel. . . . All these features make 
the famous No. 25R, the most widely used steel trans- 
fer case in the world today. 


Mail all orders and inquiries 
on Steel Transfer Cases and Filing Cabinets to 


TOP FLIGHT PRODUCTS CO., INC. 


6224 S. OAKLEY AVE. CHICAGO 36, ILLINOIS 
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Hold it with an 
H.J.J. Screw- 
holding Driver 


Sizes to 
handle 
from *0 
to #14” 
screws 


THE H.J.J. co. 
268 Marlow Drive 
OAKLAND 5, CALIF. 
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TYPE CLEANING MADE EASIER 


1's easy to vse—no mess 
—n0 liquids to spill. © Mork 
*NORTA THE ORIGINAL PLASTIC TYPE CLEANER 
Free somple sent upon request write to 
NORTA DISTRIBUTING SPereny 
1165 Broadway, New York 1 





EX PORT 
BOOKKEEPING 


MACHINES 


CALCULATORS 
TYPEWRITERS 


ALL MAKES, Used and Rebuilt 
Mail or Cable us your enquiries. We guar- 
antee prompt personal attention, lowest 
prices and absolutely reliable service. 


ibian 
128 LAFAYETTE STREET 
K 1 


NEW YOR 2, &. ¥. 
Cables: “ERGIBIAN.”’ Telephone: REctor 2-6580 








yiginal “OUTLOOK” 


ENVELOPE 
Today's Standard 


Glassine or 
Cellulose 
Transparency 
Outlook feature posi- 
tioned to suit your 
particular needs. They save cost of addressing 
—eliminate errors. Used the world over. Write 

for samples and prices today. 


OUTLOOK ENVELOPE CO., 


Originator 





Est. 1902 


of “Outlook” Envelopes 


STATEMENT 
a.¢. = conronarien 


Modern Business forms Mfg Z 


308 EBth St, Beennet: 2 2 


_ ST pps 
» * %, 





Head Underwood Sales 


James D. Donovan has been appointed 
general sales manager in charge of do- 
mestic sales of Underwood Corp. and W. 
G. Turquand will become assistant to the 
general sales manager, according to L. C. 
Stowell, president. Mr. Donovan, who has 
served as the company’s Eastern district 
manager since 1945, will have charge of 
the sale of the company’s typewriters, 


W. G. Turquand James D. Donovan 


accounting and adding machines and sup- 
plies. He joined Underwood in 1923 as 
an adding machine salesman, was ap- 
pointed sales educational director in 1929 
and in 1936 advanced to sales manager 
of the adding machine division. In 1939 
he was appointed sales manager of the 
typewriter division where he remained 
until his promotion to eastern district 
manager with headquarters in Boston. 
Mr. Turquand, who will assist in general 
sales planning and administration work, 
was national typewriter sales manager 
prior to this promotion. He joined Un- 
derwood in 1926 at Los Angeles and was 
transferred to the typewriter division at 
the company’s home office in 1933. In 
1944 he became portable typewriter sales 
manager and in 1949 was advanced to di- 
rect typewriter sales. 


N. Y. Managers Elect 


The annual meeting and dinner of the 
New York Office Appliance Managers 
Assn., Jan. 9, was featured by resump- 
tion of the traditional awards to the lead- 
ing year’s salesman for each member 
company. The organization also elected 
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The answer to your protection against check 
forgeries and alterations is simply protection 
with the Safeguard system of Model H or K 
Checkwriters. The maceration of name and 
amount line prevents check alterations. For 
your free folder “Be Wise” write Safeguard 
Corp., Lansdale, Penna. 





Safeguard Corp. 


LANSDALE, PA. 
CELEBRATING OUR 40TH ANNIVERSARY 




















In Mexico mistakes just GO! 


The Mexican way is the easiest way, 
the American way, the world’s-best way, the 
Weldon Roberts way, of correcting handwriting 
and typewriting mistakes in any language! 
Smart users everywhere pick Weldon Roberts 
Erasers for these biggest advantages: absolute 
quality, dependability, uniformity—plus biggest 
selection of exactly-suited sizes, shapes and tex- 
tures for specific erasing uses. 


Refresh your memory NOW on all of the ad- 
vantages of Weldon Roberts Erasers. Ask your 


dealer. 
WELDON ROBERTS RUBBER CO. 
6th Ave. & No. 13th St., Newark 7, N. J. 
World’s Foremost Eraser Specialists 


eraser for typists. Two 
outer plies of red pencil- 
rubber, for smooth, clean 
erasuret on originals and 
carbon copies; center ply 
of soft gray ink-eraser for 
a single letter or a com- 
plete line. 


A 399 TRI-PLY—The orig- 
W. i inal, superior, 3-layer 
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AUTOCOPY 
Duplicator Fluid 


For brighter, clearer copies 
—longer runs! Instant drying 
prevents offsetting. Non- in- 
jurious to machines. Practic- 
ally odorless. Available in 
| gal. cans or 54 gal. drums. 
Dealers write for complete 
catalog! 


FORCE | : 
NUMBERING SS SPECIAL DISCOUNT NOTICE 


j a Due to our newly installed 5,000 gallon 
MACHINE f TT ) 1 tanks and modern up-to-date equipment 
fe : / in the manufacture of duplicator fluid 
ili i ' for all types of duplicator machines, we 
Fast-selling . . . a ater offer the Stationers and Dealers special 
profitable .. . ; ; 1 discounts on the one (I) Gallon Cans 
time-saving i % and 54 Gallon Drums of AUTOCOPY 
i . ae pj ' Duplicator Fluid. 
numbering 


2 . ; i- - Our lithograph cans or your own can 
machine. Write ; —you supply the labels. Write now for 
for price lists 4 our special discount sheet, 

and catalog. 


AUTOCOPY, INCORPORATED 
VM. A FORCE 12150 South Peoria St., Chicago 43, Ill. 
, mPANY, IP RATE 18 West 18 Street, New York 11, N. Y. 





2IO NICHOLS AVENUE, BROOKLYN 8,N.Y 
ALE FFICE NEW YORK CHICAGO SAN FRANCISCO. CANADA 








PALASLE AGAIN! 


“Saue “Jime with 


RK tte- Line’ 














SHIPPED 
FROM STOCK 


A metal cabinet map file—with 
locking doors. 112 tilting tubes. 
Easy to file and find maps, 


THE MODERN COPYHOLDER een datos 


PATENT NO 1610368. Other Patents Pending. 
1025 - 15th Street, N. W. 
RITE-LINE CORP. 1025; 15t Street 


SCOTT-RICE COMPANY 
RITE-LINE copvwoiper 610 S. Main’ Tulsa 3, Okla. 
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Committee chairmen 
for National Office 
Machine Dealers 
Assn. convention in 
Atlantic City, June 
18-20. In front: Ed- 
win Wick, Edward 
Pfitzenmaier, Harold 
Steinke, Herb Tous- 
saint. Kear: Charles 
Savery Jr., Gertrude 
V. Headley, George 
M. Cohan. Not in 
photo were J. S. 
Gladney, Noel Gro- 
ver and A, H. Jack- 
son. 


new officers for 1953, these including 
president, W. H. Thompson, Diebold, Inc.; 
vice president, H. C. Anderson, H. C. 
Anderson Mimeograph Corp.; secretary- 
treasurer, G. J. Schmucki, Monroe Calceu- 
lating Machine Co. A praiseworthy talk 
on industry potentials by Harry M. 
Nordberg, vice president, Pitney-Bowes, 
Inc., highlighted the meeting. 


Royal Executives 

F. P. Ryan, president, Royal Type- 
writer Co., announced the following ap- 
pointments to the company’s executive 
staff. L. C. Bowen, formerly managing 
director of Canadian operations head- 
quartered in Montreal, has been ap- 
pointed chief industrial engineer at 








Batter Performance and Longer Life 


FOR YOUR OFFICE EQUIPMENT 
With An Annual 
Platen and Feed Roll Change 


Manufactured and Distributed to Office Machine Dealers by 


Ames Supply Company 


CONTACT YOUR LOCAL TYPEWRITER DEALER OR REFER TO YOUR RED BOOK 


For Best Results, Insist on 


FUTURISTIC 


5-Star Platens 
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Royal’s Hartford, Conn., plant. To suc- 
ceed Mr. Bowen as managing director, 
Royal has called upon E. A. Jarand, as: 
sistant treasurer at Montreal. Filling 
the post of assistant treasurer vacated 
by Mr. Jarand’s appointment is J. A. 
Young, internal auditor at Montreal. 


VALET 78 RACKS 


C. E. Sheppard Co. Officers 


C. E, Sheppard Co., manufacturers of 
Cesco loose leaf equipment, announced 
promotion of John W. Sheppard from 
executive vice president to president. He 
succeeds Charles E. Sheppard founder 
and former president who became chair- 
man of the board of directors. Other 
changes include, Max H. Krueger from 


Outsells Ordinary 
Costumers because 
... it “Keeps wraps 
in press"; holds 
more and will not 


tip over. 


The S-6 Office 

Valetisyour 
best recommendation for the small 
office, for it provides 6 spaced coat 
hangers, 6 ventilated hat shelves and 
a built-in umbrella stand. 


Sturdy welded steel construction— 
cannot loosen and wobble. Engi- 
neered, it will not tip over. Smartly 
designed and beautifully finished, it 
has become standard equipment with 
leading office planners and archi- 
tects. 

Backed by National advertising and 
abundant dealer sales helps—it is a 
profitable unit to catalog, stock and 
display. 

WRITE FOR BULLETIN OV-10 


VOGEL-PETERSON CO. 


1121 West 37th St Chicago 9, ill 





John W. Sheppard Charles E. Sheppard 
vice president to vice president and 
secretary and Franklin H. Wheat from 
controller to controller and assistant 
secretary. John W. Sheppard joined the 
company in 1932. Having learned the 
business from the ground up, he is fa- 
miliar with every phase of the com- 
pany’s operations and is well qualified 
for his new post. Charles E, Sheppard’s 
withdrawal from active management 
turns another page of a distinguished ca- 
reer in the loose leaf industry which he 
pioneered in New York 53 years ago. 
As chairman of the board he will con- 
tinue to act in an advisory capacity. 


Spot-Carbonizing Plant 


Spot Carbon Products announced open- 


| ing its plant at 54 Lafayette St., New 


York, with new specially designed equip- 
ment for hot wax spot carbonizing by 
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CUT 
OFFICE 
OVERHEAD 
® 
USE 
Dependable 
ROUGHS & 


REBUILTS Our Rebuilt Sundstrand 


ADDERS We offer fair prices, 
CALCULATORS guaranteed rebuild- 
: ing, prompt serv- 
TYPEWRITERS : ice to users and 
BOOKKEEPING dealers the world 
over. Ask for our 
MACHINES 
quotation on any 
ADDRESSING make or model 
EQUIPMENT office machine. 


INTERNATIONAL OFFICE APPLIANCES, Inc 
326 Broadway, New York 7, N. Y., HAnover 2-6700 
Cable ‘‘ADDBOOKAL”’ 











MANY LETTERS REACH US EVERY DAY 
from our business friends, proving that Buromarkt 
office equipment magazine is internationally recog 
nized. If you are interested in the European market 
you can be informed twice a month about all new 
developments in Office Machinery, Office Devices, 
Office Furniture, Office Supplies and the complete 
range of Commercial Stationery by the news and 
trade journal 


BUROMARKT International Journal of Office Equip 
ment reaching 10,000 dealers and managers in all 
countries of Europe with the monthly supplement: 
Das Rationelle Buro, (The Efficient Office). 


Information from: Atlantic Service Agency, P.O. 


Box 415, Flushing, N. Y. INdependence 3-6815. 
Sample copies from: 


VERLAG PETER BASTEN, 
AACHEN, GERMANY 
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BOTTOM Si CARD HOLDER 


ontrolled Front Feed Stop 
Gives Precision Alignment 


FOR FAST, ACCURATE TYPING 
OF BOTTOM LINE INDEX 
ON ALL VISIBLE CARDS 


10 Card Sizes — $1.85 to $2.30 


Ask Your Visible Systems Supplier 
or write to PALSON MFG. CO 
280 Main St., Worcester 8, Mass. 








KARLO 


OFFICE MACHINE STANDS 
BUILT FOR SERVICE 


Combining 
Portability— 
Efficiency— 
—— 

ability 


Adjustable to the 
natural position of 
any pair of hands. 
KARLO STANDS 
are designed to 
give better service 
than any other of- 
fice machine stand 
on the merket. 
KARLO STANDS 
combine added 
features which as- 
sure maximum port- 
ability, attractive 
appearance, utmost 
efficiency and 
greatest 
durability. 


Write for 
full particulars 


KARL MANUFACTURING COMPANY 
32-36 lonia Ave. S.W., Grand Rapids 2, Mich. 











REVISTA DE EQUIPOS PARA OFICINASS 


SRG RE GERD RS ee MT TO ty, 


Manufacturers 
, Exporters... . 


Don’t Overlook This Growing Market 
For Office Supply and Equipment Sales 


MONEY TALKS! Look at these statistics for only one month’s exports. 
Then give serious thought to your own overseas trade. 
United States manufacturers during last September (latest figures avail- 
able) exported: 
$72,088 of adding machines to Brazil Send now for 
$29,227 of pencils to Venezuela. more detailed in- 
$108,092 of metal office furniture to Cuba. f ete neg Becta 
$69,911 of typewriters to Chile. inp rowed y he * a 
$26,337 of ball-point pens to Peru. 2 


‘ the last 
$23,548 of calculating machines to Nicaragua. idl of the tas 


These figures are random samples. Annually the entire Latin American 
continent will absorb a very impressive volume of your products. There 
are 19 countries in Latin America where all the office equipment and sta- 
tionery importers, distributors, dealers and larger users receive La 
OFICINA. They keep it, refer to it as a guide and reference all year long. 
The need for all office products in Latin America is increasing steadily as 
business and industry develop. Tell these prospects and customers about 
your products in the 1953 La OFICINA. Its advertising rates are low— 
its coverage is complete. Your advertising in La OFICINA is basic to 
establishing and building a profitable Latin American trade. 


OFFICE PUBLICATIONS COMPANY, 270 Madison Avenue, New York 16, N. Y. 
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the electronic wax process. The company 
will sell to the graphic arts industry only. 
According to Bernard and Samuel Rice, 
co-partners and owners, this is the first 
plant in the east using this system which 
applies hot wax carbon evenly by elec- 
tronic controls which automatically pro- 
duce uniform work in perfect register. 
The method fixes the carbon permanently. 
It solidifies but never dries, is non- 
smudging and retains its writing qualities 
for years. 


Milo Harding in San Francisco 


Opening of a sales and service store 
in San Francisco was announced by 
James M. Harding, vice president, Milo 
Harding Co. of Los Angeles and Pitts- 
burgh, manufacturers of stencil dupli- 
eating equipment and supplies. Ralph A. 
Ward, with a thorough background in 
the duplicating field, has been appointed 
district manager and will direct the out- 
side sales and service organization of 
the new store at 141 New Montgomery St. 


M&V Fetes Suppliers 


Reversing the customary buyer-seller 
relationship, Mittag & Volger, Inc., Park 
Ridge, N. J., entertained representatives 
of their many suppliers, as well as cus- 


John M. Lund, executive vice president and 
general manager, Friden Calculating Machine 
Co.; Shakuntala Devi, mathematical wizard; 
Don Rolph and Grant C. Ellerbeck, Friden 
engineers, with a Friden Square Root Calcu- 
lator which checked Miss Devi's mental 
answers on television programs. 
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rnpen OLLS 


FOR 


REGISTERS 


ADDING 
MACHINES 


TELETYPES 


Sold by Leading Stationers 
and Office Machine Dealers 
because they are priced for 
profitable RESALE and are 


© Absolutely guaranteed to operate. 
Used in every store and office. 
Clean cut, lintless—no splices. 
Micromatically accurate—each roll 
tested. 
Wound to fuller yardage. 
Red-ink warning signal marks end. 
Packaged in small, convenient boxes. 
All sizes and colors, standard or 
special. 


Write for Dealers’ Price Schedule 
and Specifications Sheet. 


RITTENHOUSE 
PAPER CO. 


6405 S. WENTWORTH AVENUE 
CHICAGO 21, ILLINOIS 








SAVE ON 


Write for Free Catalog 


Consolidated 


Office Supply Co. 


711-A S. Dearborn Street 
Chicago 5, Ill. 


OFFICE SUPPLIES 


@ BookKeEePinc 
@ CALCULATING 


conditioned. Write for 
current prices. 


321 BROADWAY «© NEW YORK? W.Y 


OF. Since 1927 WO 4-1240° cable: Hodgmach 





ALL PURE COMMERCIAL 


WAXES 
CARNAUBA © OURICURY © BEESWAX 


Sole Agents 
GENUINE 


*RIEBECK BRAND 


MONTAN WAX 


STROHMEYER & ARPE CO. 
139 Franklin St., New York 13, N. Y. 
* Reg. U.S. Pat. Off. 








FREE DESIGN 
FREE PROOFS 
| FREE DIE 


4UST MAIL US YOUR 








JJewberry Engraving Lo. 


$0. 207H STREET- BIRMINGHAM 5, ALABAMA 


€ y 





tomers at a Yuletide Open House Dee. 20. 
J. A. Campbell, general manager, feels 
that on the basis of the tremendous suc- 
cess and enthusiastic reception enjoyed 
by the novel event, this form of recep- 
tion may become an institution in in- 
dustry. Manufacturer, suppliers and cus- 
tomers from the vicinity of the plant 
were brought together, introduced an:| 
acquainted with the inner workings of 
this fast growing carbon and ribbon 
factory. 


Audograph N.Y.C. Manager 


Appointment of Edward C. Inglis as 
New York City sales manager for Audo- 
graph Co. of New York, Ine., was an- 
nounced by James K. Byrd, general 
sales manager. The company distributes 
and services Gray Audograph Electronic 
Soundwriter dictation equipment in New 
York State, New Jersey, Maryland and 
portions of Pennsylvania. 


SoundScriber in Florida 


R. W. Davidson, vice president, Sound- 
Seriber Corp., announced appointment of 
Joseph W. Kittinger as distributor for the 
Orlando, Fla., territory. Mr. Kittinger’s 
econeern, Florida Business Equipment Co., 
is at 390 N. Orange Ave. All Sound- 
Secriber business will be managed by 
Daniel Weiss. 


Berger Returns 


Lt. Comdr. Robert 
S. Berger, USN, has 
been released to in- 
active duty after 
serving in the Navy 
for two years fol- 
lowing his recall 
after the Korean ac- 
tion began. He re- 
turns to his duties 
as president of Rit- 
tenhouse Paper Co., 
convertor of the Certified line of paper 
rolls for cash registers and adding ma- 
chines, and Certified Office Papers for 
typewriters and duplicating machines. 
Archer C. Stites, general manager of 


Robert S. Berger 
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Rittenhouse in Mr. Berger’s absence, will 
‘ontinue in the capacity of vice president, 
to which office he has been elected by the 
corporation’s board of directors. 


F. W. Hastings Retires 

Fr. W. Hastings, American Writing 
-aper Corp., announced his retirement 
and has terminated his association with 
that organization at the close of 1952. 
He joined Eagle-A in 1914 and has rep- 
resented that concern as Philadelphia 
sales manager for almost 30 years. His 
decision follows his long planned objec- 
tive to retire and devote his time to the 
leisurely pursuit of painting and travel. 


IBM Promotion Manager 


International Business Machines Corp. 
announced the appointment of Roger M. 
Bury as sales promotion manager. He 
previously was an assistant sales manager 
of the electric accounting machine divi- 
sion at the company’s world headquarters 
in New York. 


Brand Names Day 


George Fotis, assistant sales promo- 
tion manager, Remington Rand Inc., was 
named to the planning committee for the 
tenth anniversary Brand Names Day con- 
ference on April 15 at the Waldorf-As- 
toria, New York. 


Friden Division Managers 


Henry G. Rumsfield, veteran office 
equipment salesman and district man- 
ager for the Friden Calculating Machine 
Co. in St. Louis since 1949, was appointed 
west central division manager. Announce- 
ment was made by Larry B. Taylor, vice 
president in charge of sales. Grant Drum- 
mond, formerly eastern division man- 
ager is now manager of the east central 
division with headquarters at Cleveland. 
Frank Morrison, New England division 
manager, becomes eastern division man- 
ager with offices in Springfield, Mass. 
Western sales operations are supervised 
from the San Leandro main office, un- 
der direction of Mr. Taylor. 
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ALL-PURPOSE 
DUPLICATING : 


SULPHITE 


@ Laboratory controlled 
for all climates 
@ Uniform jobs on open or 
closed cylinders 
@ Very black, excellent 
all- purpose ink 
@ Will not clog cylinders or pads 
@ Safe for all stencils 


Write for name of nearest jobber 


INK SPECIALTIES CO., Inc. 
523 N. HALSTED STREET 
CHICAGO 22, ILLINOIS 

in Canada: 


Carbon Paper Service Bureau 
94 Adelaide St., West, 
Toronto, Canada. 





eADVERUTUSERS 





Acco Products, Inc. .. 

Acme Adding Machine Service & Sales Corp. 
Addo Machine Co. 

Addressing Machine & Supply Co. 
———, Office Machine. Stands Co. 
Advertising Council 

Ajax Time Stamp Co. : 

Allen Business Machines, “Inc., ££. 
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Facit, Inc. 

Fedders- oe ee 
Federal Cash Register Co. 
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General Photo Products Co. .. 
Gestetner Duplicator Corp. 
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Gilbert Paper Co. .. 

Graphic Systems 
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Hermetite Corp. 
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Hush-A-Phone Corp. 
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International Cash Register & Parts Co. 
International Office Appliances, Inc. 
Invincible Metal Furniture Co. 


Karl Mfg. Co. 
Kee Lox te. Co. 
Kline Co., W. R. 


Lanston Monotype Machine Co. 
LeFebure Corp. 
Litho Engineering & Research 


Manifold Supplies Co. . 
Marchant Calculators, 

Master Addresser Co. 

Mayfair Co. 

Miller-Trojan Co. 

Minnesota Mining & Mfg. Co. . 
Mittag & Volger, Inc. 

Modern Business Forms Mfg. Co. 
Monroe are Machine Co. . 
Moore, Inc., 
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Peerless Imperial Co. 

Pennwood Numechron Co. 
Pitney-Bowes, Inc. 

Potomac Products Corp. 
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Printing Devices, Inc. 
Print-O-Matic Co. 
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Regal Typewriter Co. 
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Rising Paper Co. 

Rite-Line Corp. 
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Roberts Numbering Machine Co. 
Roberts Rubber Co., Weldon .. 
Robotyper Corp. ... 

Royal Typewriter Co. 
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Safeguard Corp. 

Schwab Safe Co. 

Scott-Rice Co. 

Security Stee: Equipment Corp. 
Shaw-Walker .... : 
S-K Forms Co. 

Smead Mfg. Co. 


Smith & Corona Typewriters Inc., L. C. 
SoundScriber Corp. 

Speed-O-Print Corp. .... 

Standard Manifold Co. 

Strohmeyer & Arpe Co. 

Sturgis Posture Chair Co. 
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Tauber Plastics, Inc. ...... 
Technygraph Co. mS 
Thomas Mechanical Coliator Corp. . 
Times Facsimile Corp. 

Todd Co. 

Top Flight Products Co. 

Tubular Specialty Mfg. Co. 
Typewriter Sundries Co. Itd. 


Underwood Corp. .. 
United States Envelope Co. 
Universal Cash Registers 
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Vari-Typer, The 10 
Victor Adding Machine Co. 30 
Vogel-Peterson Co. 


Wassell Organization ; 
Wausau Paper Mills Co. ... 
Weber Addressing Machine Co. 
Webster Co., F. S. 

Weston Co., Byron 

Wheeler feasloted Wire Co. 
Worden Co 





FORESIGHT IS BETTER! Save your copies 
of THE OFFICE for a year by keeping 
them in attractive, handy binders. Two 
binders hold the entire year’s issues with 
the complete index in the last copy (June 
and December) in each binder. Send $3 
for your set of two binders (not sold singly) 
to Office Publications Co., 270 Madison Ave., 
New York 16. 
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STENCIL BOOK FILE 








The Smart Way to 
FILE STENCILS 


Available in 50 and 100 page capacity. 
Contains index, numbered pages and pro- 
duction record sheets. Special oil-treated 
pages keep stencils moist and flat for 
future use. 

Capacity 50 stencils 

Capacity 100 stencils 


TECHNYGRAPH C0.,Techny, Ill. 
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Management Personnel 


ORE serious than any short- 

age of clerical workers is the 
shortage of management per- 

sonnel. There never was an 
overabundance of competent leaders 
in any branch of public or private 
enterprise and the shortage today is 
particularly acute throughout the 
world. One of business manage- 
ment’s most important responsibili- 
ties is to choose its successors. There 
is, perhaps, no other line of en- 
deavor in which those at the top 
make every effort to turn over their 
jobs to people who are not only equal 
to but, if at all possible, better than 
themselves. This is one of the prin- 
ciples of modern business which has 
proved profitable to both its owners 
and its workers—a principle whieh 
might well be adopted in other fields. 
With the growth of markets where 
people demand new and improved 
products, and a wider variety of 
commodities, at the lowest possible 
cost, business management becomes 
very complex. Many additional 
people, with sufficient training and 
education, will be needed to manage 
the businesses which will supply to- 
morrow’s markets. No matter how 
remarkable our future machines will 
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be, they will not produce anything 
of value or profit without manage- 
ment by competent people. 

Ask a youngster what he’d like to 
be when he grows up. A generation 
ago he’d have said something like 
‘‘eowboy, fireman, soldier or loco- 
motive engineer’’—but he became a 
businessman. Ask him today and 
you'll get similar answers with such 
new vocations as ‘‘spaceship pilot’”’ 
—but don’t bet that this youngster 
will change his mind. The youngster 
of a generation ago became a busi- 
nessman because he grew up to 
realize that security for himself and 
his family was preferable to a glam- 
ourous job. Today the glamourous 
job looks more secure. Who wants 
to be a big executive with a big desk 
and a much bigger income tax to 
pay? Give him exciting work with 
interesting associates, good take- 
home pay plus lots of benefits, and 
you can have the shiny desk with all 
the management headaches. 

Business attracted its talent with 
money alone. Work hard in business 
and use your brains, and you can 
make a lot of money—but come 
March 15 you have to give much of 
it to Unele Sam. Management’s 
hours are not fixed by law or union 
contracts so you don’t get much 
chance to spend the money you are 
allowed to keep—at least not until 
you retire. But the span of life for 
management personnel is_ shorter 
than that of lesser workers. Better 
and easier to be a ‘‘spaceship pilot.’’ 
Yet we'll need a lot of smart people 
to manage the inter-stellar trans- 
portation companies of the future. 
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@ Why rewrite what's already written? Across the country, economy-minded firms are 
using a DITTO-duplicated copy of the invoice itself, in place of the traditional posted ledger 
sheet. This DITTO UNIT ACCOUNTS RECEIVABLE SYSTEM is 50 per cent faster than machine post- 
ing, is free of posting errors, and brings a welcome list of other benefits besides. 


SLASH PAYROLL, SPEED THE JOB 


With this system, posting becomes a simple filing operation; specialists are replaced by file clerks. 
Now no item is buried on a crowded ledger sheet; showing the whole transaction on each sheet, 
no reference to other data is needed. With monthly tabs topping each page the age of any item 
is seen at a glance, and it is simple to take off a quick, accurate trial balance. With credit data 
coded on each page or on cards dropped in front of each one, shipments to approved accounts 
are expedited—no need for credit checking. With duplicates available in seconds, delinquent 
statements are in the mail quickly. What a simple way to save money and speed operations! 
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f e Now posting becomes a simple —_ ae 
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Here is your accounts receivable aca 


ledger sheet—a duplicate of the a pny ore 
invoice. Shows the entire transac- & 

tion. Note month tab, space for 4 Baal 
credit code. | | 
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When is a machine more than a machine? 
When it’s an Underwood Sundstrand Automatic 


Printing Calculator . . 


. which does the work 


of two different machines. 


It’s a General-purpose . . . Multi- 
purpose machine which 
1—adds ...subtracts... 
multiplies . . . divides 
2— makes a two-color printed 
record of every operation. 
ys the automatic Credit 
Pi Balance feature. 
The Underwood Sundstrand Auto- 
matic Printing Calculator is the 
right answer for both large and 
small businesses. 


It enables an operator to change 
from payrolls to inventories . 


Underwood Corporation 


Adding Machines... Accounting Machines 
Typewriters...Carbon Paper... Ribbons 


One Park Avenue, New York 16, N.Y. 
Underwood Limited, Toronto 1, Canada 
Sales and Service Everywhere 


from computing interest to figuring 
statistical calculations ... without 
changing machines. 


And it performs all of its various 
operations with only a 10-key 
keyboard. The famous touch- 
operated Underwood Sundstrand 
10-key keyboard that speeds 
work .. . reduces fatigue . . . cuts 
errors. 


Get full particulars about this time, 
money, and effort saving 2-in-1 
machine. 

* + « « «Send inthe coupon today. . +.» - 


* UNDERWOOD CORPORATION, 0-3-53 
One Park Avenue, New York 16, N. Y. 


Please send me your folder on the new Underwood 
Sundstrand Automatic Printing Calculator. 
Name —_ 


Company__ 


Street___ 
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_ State 





